IS Business Automation Consultant/Administrator – DECE Data Steward

Department of Children & Families (DCF)

Division of Early Care & Education (DECE)

Bureau of Operations & Planning (BOP) – IT and Operations Supports Section

POSITION SUMMARY
Under the general supervision of the IT and Operations Supports Supervisor, this position serves as the Data Steward and lead for all data, reporting and research related IT-initiatives in the Wisconsin Department of Children and Families (DCF) Division of Early Care and Education (DECE). The individual in this position will be responsible for performing professional business processes and representing all DECE bureaus and program areas during IT-related design, development, coordination, implementation, and evaluation processes with the DCF Bureau of Information Technology Services (BITS) for all DECE data, analytics, reporting, research, monitoring and evaluation initiatives. In coordination with DECE leadership and the BOP IT System Application Lead, this position will direct the development of DECE processes to streamline and standardize the way application and data IT-related projects are shared with BITS to improve the prioritization, cost estimation, and delivery outcomes of each project. This individual will also be the primary reviewer of current DECE data, analytics, reporting, research, monitoring and evaluation IT-related policies and procedures to improve the overall efficiency of processes, make recommendations for and lead implementation of changes based on new IT methods or other improved business process suggestions. 

This position acts as the DECE liaison for any data governance, safeguarding and security as it relates specifically to DECE program data and IT systems. This position is the division’s business systems expert of data safeguards, data stewardship, and data sharing related to state and federal laws, rules, and regulations. The individual in this position is responsible for identifying and developing data sharing agreements, memoranda of understanding, and other compacts related to data safeguarding and permissive use with other state and federal agencies, and external public and private entities, and working with DCF contract management staff, Bureau of Strategic Agency Programs (BSAP), and the Office of Legal Counsel (OLC) to ensure compliance with DCF requirements for such agreements. 
TIME
%
GOALS AND WORKER ACTIVITIES

30%
A.
Oversee the work of DECE data, analytics, research, evaluation and monitoring initiatives,
including relevant IT projects and other division initiatives. 

A1.
Provide expertise to DECE program areas and management team to develop a data strategy based on division priorities, resources, and programmatic business needs.

A2.
Provide expertise, guidance, and leadership to workgroups, team members and management pertaining to data within DECE.

A3.
Complete project and portfolio status reports.

A4.
Organize, facilitate and present updates to stakeholders regarding data and related division initiatives.

A5.
Develop and monitor processes to receive and track work of the BOP data team in the IT and Operations Support Section. 
 

A6. 
Lead subject matter experts to analyze system, reporting and data infrastructure impacts resulting from changes to legislation, policies and/or procedures and business processes.

A7.
Provide expertise to program staff with questions, change requests, enhancements, support, or defects in child care systems related to data reports, and dashboards, and/or data elements.

A8. 
Provide expertise to program staff with customer questions relating to data, analytics, research, evaluation and monitoring deliverables.

A9.
Provide expertise to other professional staff through all stages of the software development lifecycle, including requirements gathering, design review, testing, implementation support and post implementation review.

20%
B.
Review current DECE processes around the design, development, and implementation of all
data infrastructure, analytics, reporting, research, monitoring and evaluation IT-related initiatives, and recommend areas of improvement.

B1.
Understand and communicate DECE projects’ vision and guiding principles. 

B2.
Direct and oversee the development of project intake process for all DECE data related work.

B3.
Review all application system IT projects for any data infrastructure, reporting, research, evaluation and/or monitoring impacts.
B4.
Create and maintain internal DECE policies and standard operating procedures and artifacts to facilitate coordination with application system IT projects and teams.

B5.
Work with stakeholders and subject matter experts to develop project charters for DECE lead data and analytics IT projects to establish scope and identify business requirements.

B6.
Participate in design and specification reviews developed by development teams and provide feedback or business guidance related to existing and/or future application requirements.

B7.
Provide expertise, technical advice, counsel, and assistance to the Division Administrator’s Office and Secretary’s Office.

B8.
Develop, maintain, and communicate on the status of the DECE portfolio of data, research, analytics, evaluation and monitoring work.
B9.
Work with appropriate DECE personnel to plan, prioritize and lead efforts to modernize the technology used to support early care and education activities and initiatives.

20%
C.
Act as DECE Data Steward, serving all DECE program areas. 

C1.
Develop and maintain data sharing agreements, memoranda of understanding and contract amendments with other state agencies, federal agencies, contractors, vendors and business partners. 
C2.
Work with BOP, BSAP, Bureau of Finance (BF) and other staff as needed to ensure appropriate data sharing requirements are incorporated into contracts related to DECE programs and DECE data.

C3.
Ensure DECE data assets are used appropriately by requestors. 

C4.
Work with DCF BITS to ensure data traceability, accuracy and reliability.

C5.
Represent DECE on DCF’s Data Governance Council and other workgroups related to data stewardship and security.

C6.
Respond to information and data requests from open records and other external requestors. Coordinate with DCF Communications, OLC and other parties as needed. 

C7.
Advise DECE leadership on data strategy and availability.

15%
D.
Lead the review of existing and new complex data infrastructure related to all DECE
programs, inclusive of DCF and related Department of Health Services, Department of Public Instruction, and external IT systems to determine ongoing feasibility, need for system-wide enhancement, or overall modernization requirements. 
D1.
Serve as the main point of contact on assigned projects and monitor project activities from beginning to end, taking proper action when necessary to resolve project issues.
D2.
Provide formal and informal project status updates to DECE leadership and BITS staff including issue resolution and recommended actions needed to meet project schedules.
D3.
Review and coordinate project plans with other project leaders and managers to alleviate potential issues with shared resources and interdependent project tasks.

D4.
Work with BITS project team and the user acceptance testing team to identify testing tasks and document bugs.
10%
E.
Lead DECE data security and safeguarding efforts for all DECE programs.
E1.
Act as liaison for all data security and safeguarding questions and audits related to DECE programs from the federal Administration for Children and Families and other oversight agencies.

E2.
Create, maintain and review current DCF policies and procedures for business process redefinition and recommend changes as mandated by federal and state data safeguarding requirements. 

E3.
Work with DCF BITS leadership and security, as well as other state agencies, to strategize and to coordinate collaborative data safeguarding and security efforts, including establishing and updating data security and safeguarding procedures and forms in support of effective data security and systems management.

E4.
Coordinate with DCF BITS leadership and security to investigate and resolve data security issues.
E5.
Collaborate with Information Security peers and business partners to ensure DECE remains a viable and trusted business partner.
5%
F.
Represent the Division on inter-agency committees and workgroups.

F1.
Prepare and deliver presentations and reports related to DECE program data, dashboards, and IT enhancements.
F2.
Represent the Division at professional associations, advisory councils and partner groups.
KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of child care regulation, child care subsidy, and YoungStar Quality Rating systems
2. Knowledge of GIS Mapping techniques and report development.

3. Knowledge of information technology and its respective hardware, software, planning,

4. implementation, applications and troubleshooting.

5. Extensive knowledge and proven experience creating ad-hoc reports using both Data

6. Warehousing software tools and direct SQL queries against relational databases.

7. Knowledge of research techniques and resources.
8. Advanced knowledge of data safeguarding and security related state and federal laws, rules and regulations

9. Knowledge of State of Wisconsin, DCF and DECE data safeguarding and security related tasks, processes and procedures

10. Advanced knowledge of data governance and data sharing best practices

11. Knowledge and experience in the use of automated data collection systems

12. Extensive experience in product management and project management

13. Experience in developing product and process strategies and effectively communicating recommendations to executive management

14. Proficiency and experience in change management best practices and frameworks

15. Extensive knowledge of the theories and practices of successful program and policy development and implementation, and planning techniques such as strategic planning for public human services

16. Strong problem-solving skills and ability to support leadership in issue resolution activities
17. Skilled at articulating complex concepts to a team

18. Excellent communication, written and oral skills
19. Skilled at working effectively with cross functional teams 

20. Ability to lead, mentor and coach others
