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Classification Specification
	

	
	7319200

	
	DATABASE SPECIALIST – JOURNEY 



Class Summary

The responsibilities of this classification include developing, maintaining, manipulating and analyzing data in reoccurring, specialized and/or ad hoc reports within major relational databases, and posting, monitoring and ensuring data integrity. 

Distinguishing Characteristics

This is the first level within a three-level classification series.  Incumbents in this class perform routine and moderately complex custom query development, assist customers in developing basic queries, provide group and individual user training, and develop/maintain report documentation.

This classification is distinguished from the Senior Database Specialist in that incumbents at the Senior level have responsibility for planning, directing and coordinating project requirements and providing comprehensive analysis using the most complex and/or specialized databases.  A Senior Database Specialist may also serve as either a technical lead or on-going lead to a group of same or subordinate level staff.

This classification is distinguished from the Database Administrator classification in that incumbents are not responsible for the design, implementation and performance of large scale relational or mainframe database systems.

It is also distinguished from the Data Coordinator Specialist classification in that incumbents are not responsible for assembling, staging and verifying the accuracy of various multimedia resources and operating instructions for processing computer jobs or ensuring production deadlines. 

Examples of Duties (May vary by position)

1. Generate reports utilizing the information database, review and revise formats and analyze data to ensure information meets user needs, and develop database applications, i.e., schedules, ad hoc reports and custom queries.

2. Analyze computer generated information to ensure data integrity and make recommendations with regards to format, modifications and report generation.

3. Train new and existing staff on how to develop and/or use queries, which includes the development of training materials; provide follow-up training to ensure staff are adequately trained to utilize the system applications; and conduct informational user meetings on a quarterly basis to inform staff of system application changes and/or upgrades.

4. Perform data entry; troubleshoot, identify and resolve data entry and information processing errors/ problems.

5. Participate on Upgrade Teams, analyze proposed changes and recommend strategies for implementation, create test plans, oversee testing processes and analyze the results, and ensure successful conversion of reports during/following system upgrade.

6. Prepare report documentation, coordinate and develop customized user documentation as requested, and make revisions whenever necessary.

7. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of automated information reporting systems
Knowledge of computer information formatting principles and techniques
Knowledge of basic statistical concepts
Knowledge of large-scale relational databases, their design, construction and use
Basic knowledge of project management principles and techniques
Analytical, problem-solving and troubleshooting skills
Skill in conveying technical information to non-technical users
Skill in working with a variety of individuals from diverse backgrounds
Oral and written communication skills
Customer service skills
Licensing, Certification and Other Requirements
Certifications may be desirable for specific positions. 
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Database Specialist – Journey, Senior and Master
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