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Title: Data Coordinator  
Department: Office of Academic Affairs  
Location:  555 West 57th Street, New York, New York 10019 
 
General Description:  
Education, Training and Opportunity Programs (ETOP), a unit within the Office of the Senior 
University Dean for Academic Affairs in the CUNY Central Office, is focused on serving low-
income students.  For 20 years, CUNY has collaborated with the City’s Human Resources 
Administration (HRA) to support students with a focus on public assistance recipients.  
Collectively each year, ETOP serves 4,800 students across 19 campuses.  
 
The Education, Training and Opportunity Programs (ETOP) is currently in the midst of a strategic 
planning process to revamp its core programming.  The new model balances students’ 
academic advising and personal supports with workforce preparation, leadership development, 
and community engagement while maintaining compliance with HRA regulations. The ETOP 
model blends elements of successful college completion programs with work opportunities, 
personal development and academic excellence. 
 
The Data Coordinator is a newly created position with significant opportunities for a diverse 
scope of work.  The ideal candidate is an outcomes driven, self-starter who wants to be a part 
of a multi-faceted team that’s making a difference.  The position allows for collaboration with 
multiple stakeholders including staff in other ETOP programs, other CUNY departments, and 
campus-based staff.   
 
Duties:  

 Coordinate the creation, implementation, and management of data collection 
instruments with particular emphasis on redesigning or establishing new metrics, tools 
and templates, processes, and systems.  

 Prepare and manipulate in-house and third-party, online databases such as Formstack, 
Survey Monkey, and Google Apps; research and recommend technology solutions 
related to data storage, reporting, importing, cleaning, sharing, and analysis.  

 Communicate directly with various campus-based staff about data processes; provide 
technical assistance to colleagues, as needed.  

 Work closely with Research, Evaluation and Program Supports (REPS) team, database 
developers, administrators, IT, and colleagues to ensure that data systems align to 
program needs. 

 Assist in the creation of process flow documents, work plans, marketing materials, and 
related communications to different audiences.  

 Perform other duties, as assigned. 
 
Required Qualifications:  
 
Education  
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 A bachelor’s degree in a social science, public policy, or related field plus a minimum of 
2 years providing data management coordination and solutions for social service 
programs, small enterprises, and/or government-funded agencies;  or 

 an Associate’s degree from an accredited college or university plus 3+ years of providing 
data management coordination and solutions for social service programs, small 
enterprises, and/or government-funded agencies; or 

 5+ years of relevant work or consulting experience plus certifications such as Certified 
Data Management Professional, Certified Data Steward, Data Governance & 
Stewardship Professional, and Certified Information Management Professional. 

 
Computer Skills 

 Demonstrated familiarity with various third-party, online platforms:  Microsoft Office 
Suite (in particular Microsoft Excel, Access, Visio, Outlook, Publisher and PowerPoint) 

 Effective use of software programs that support office operations including, but not 
limited to, word processing, spreadsheets, presentations, publications, mailings, 
marketing, web development, and internet research 

 Experience preparing tables, graphs, fact sheets, and written reports summarizing 
research results; experience making the complex easy for others to understand 
regardless of level within the organization 

 Possess advanced excel skills or ability to quickly learn advanced excel functions (e.g., 
writing and running macros, dashboard creation, advance pivot tables, etc.)  

 Ability to maintain highest level of confidentiality, accuracy, and attention to detail 
 
Planning and Communication 

 Demonstrated critical thinking and problem-solving skills; strong verbal and written 
communication skills; proactive communicate style  

 Ability to work with virtual teams, in-person colleagues, and other stakeholders  
 Effective use of media including email, internet, and phone 

 
Desired Qualifications: 

 
 Familiarity with Google Apps Suite; Adobe Creative Suite, and web analytics, advertising, 

and others online tools 
 Interest and/or knowledge of cutting-edge ways to analyze, visualize, or describe 

existing raw data sets in ways that make them more useful to the general public 
 

Location and Travel Requirements 
 Minimal travel to various CUNY campuses, as needed.  

 
The Research Foundation of CUNY is an Affirmative Action/Equal Opportunity 
Employer/Americans with Disabilities Act/Protected Veterans Status/E-Verify Employer. 
 
To apply: Please submit your cover letter and resume via Research Foundation of CUNY 
website at: https://www.rfcuny.org/careers/postings?pvnID=VA-1606-001242 

https://www.rfcuny.org/careers/postings?pvnID=VA-1606-001242

