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The Data System Manager reports directly to the <CAAExecutive Director. The Data System Manager is
responsible for the development, maHagement and operation of the CAP60 client tracking software database. The
Data System Manager manages syst~b permissio,s, issues usemames and passwords, ensures all staff have
correct access to programs, and inst~cts CSS program staff in the operation of the CAP60 client tracking
software. The Data System Manager rnsures and rlanages the systems smooth transition for each contract year
according to programs updates. I

The Data System Manager promotes and facilitate communication within the department, agency and the
community he/she serves and is respdnsible for monitoring, reviewing and insures that all program guidelines are
in compliance with established local~Istate, federal'Iaws and contract regulations and are being adhered to by all
levels of department personnel. The Data System Manager shall periodically conduct audits of every program
unit, components, and report the audit, and findings to the Executive Director.

The Data System Manager assists w~ the Plammlg, development, coordination, and management of CSS
programs and their budgets and reports. In additi~n, the Data System Manger provides leadership, development
and evaluation of all CSS program s~Jff and coordinates management through the establishment of program goals
and objectives within the department, as well as t Ieclarification and evaluation of these goals.

Grade/Step
Pay Grade: $18.75 perlhour

• Manages CSS Program sl ffin the operation of the CAP60 client tracking software.
Responsible for the operahon and mairtenance of the CAP60 client tacking software database.
Manages system permis~fns, issues usernames and passwords.
Insures and manages the

l
systems srrlooth transition for each contact year according to programs

updates. I I
Keeps informed of curre~ rules, laws" and regulations pertaining to department/program.
Insures the department policies an1 procedures are communicated to and adhered to by the
department personnel. :I.
Insure that departmental goals and objlectives are established timely and are in compliance with goals
and objectives of the pro~ram grants and the agency.
Supervises and directsll the plannihg, development, implementation and evaluation of the
effectiveness of the programs' services and personnel at a minimum of a quarterly basis.
Provides leadership on tile developm~nt and integration of departmental strategic plans, goals, and
objective consistent withl bounty policies and procedures and federal and state laws.
Assists in preparing prot1am budgets bd effectively manages and monitors said budgets.
Develops, plans, and mai tains pOlicifs, practices and procedures for the timely and most effective
procurement of equipme~ , supplies ld materials.
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• Maintains current and aclcurate records for the department in reference to budget documents, client

files, expenditures, inve~tory, procurements, personnel files, etc.
• Reviews for presentati~n to the ,ecutive Director, general requests for payment, purchase

requisitions, travel requi~ts, etc. for the department.
• Conducts department m1ftings as needed.
• Reviews, monitors and rAcommends departmental expenditures to the Executive Director.
• Prepares analysis on program procdss to refine and improve the efficiency of the delivery of

services. 1. I .
• Oversees and conducts .valuations <Dfprogram personnel. Sets realistic goals for the employees

within the program and formally eV11uates said employees on their performance based upon those
goals. I

• Addresses and documen is employee fd client grievances through established procedures.
• Prepares all state, federal Iand local program reports as necessary in an accurate and timely manner to

. 1· I Iinsure program comp lance.
• Responsible and accoun~Jble for overfll performance of programs/services.
• Assist Executive Directdt in seeking out alternate sources of funding, new and innovative programs

d . II nh I .an community resource~ to e ance agencies grant sources.
• Performs any and all dutirs as assigne~ by the Executive Director.
• Will be responsible for ~FPorting any wrong doing, tampering with government records, suspected

",",,~_._'_ ., fraud :r.any grant pro1tn violations 0 Advisory Board President.
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Ability to communicate if English an I Spanish.
Must be proficient in the Je of computelijand Microsoft Software.
Must have experience in ili~use of office equipment.
Must have knowledge of cb1rnmunityresources, case management principles, program policies and
procedures I I
Must be highly proficient in the use of computers and related programs such as MS Word, Excel,
PowerPo~t, CAP60 Clien~~~kin.g soitfare and Windows ?penrt:ingsys.tems. . .
Good wntmg and oral co I umcation skills, and some expenence m public speaking and good mterpersonal
skills.
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The Data System Manager assigns work in teIfs of department goals and objectives; review work through
conferences, reports, and observation of department activities.

,:,.gY1illj:J-'1!S'!b5~:":::'c""lr- - .
Guidelines include county and program policie~ and procedures and grant requirements. These guidelines are

~~e:ll~ ~~e~_:d~eci~c .but,~1rq~=~erpretation in application.
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• The work consists of related administrative duties. Frequent interruptions contribute to the

complexity of the positio ! .
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CONTACTS i

• Contacts are typically v ~th co-workers, other county employees, state agency representatives and
general public. I I

• Contacts are typically to ~ive or exchange information, resolve problem and provide services.

PHYSICAL DEMANDS/ WORK "NVIRON~NT

• Must be able to sit or stand for prolonged periods of time
• Must be able to lift 25 lbs. I
• .. Must be able to ~ork outdoor as needed I

SUpERVISORY AND MANAGriNT RESfONSIBILITY

• This position has direct supervision over caseworkers and pre-screeners.
• Works under the direct supervision of the Executive Director.

• Must have a High School DiRloma or GED from an accredited institution.
• At least four years of administr#ve office wdrk experience and/or related governmental funded program

administration experience. II I
• Must have 60 college hours from an accredited college or university.
• Must have two (2) years of work experience in the required field (CSBG, CEAP or related

government funded assistance programs).) IOTHER REQUIREMENT/INFORMA TION ~ ~~ ~'.~ __ ~_-----.i

• Must possess a valid and ~urrent Texas driver's license.
• Drug and Alcohol PoliC~ applies to this job. Pre-employment drug/alcohol testing, Motor Vehicle

Record (MVR) and criminal backgrouhd checks are required.
• This position is covered kder Civil Service; however, all other Webb County policies apply.

MINIMUM QUALIFICA nONS

ACKNOWLEDGEMENT ~+1~·-~---+-----~-~--.~---
The undersigned have read, discussed and understand the full meaning of this job description and agree
to abide by all terms and conditions herein expressed or implied.

Employee's Signature DatePrint Name

Supervisor's Signature DatePrint Name


