
DIRECTOR OF PROGRAM DEVELOPMENT II (DATA ANALYSIS – DA) 

DISTINGUISHING FEATURES OF THE CLASS: Reporting directly to the District Attorney, an 
incumbent in this position is responsible for the development and design of data analysis for the 
purpose of achieving and optimizing District Attorney Office goals and initiatives through the use 
of statistical data methodologies. The incumbent will play a key role in the development and 
implementation of office strategies and policies supported by statistical metrics.  Responsibilities 
will include fostering a sustainable culture of data transparency and an infrastructure dedicated 
to performing data management, measurement and analysis that will serve as the foundation for 
data-driven decision making.  The incumbent in this position will be a liaison between the District 
Attorney’s Office and other federal, state and local agencies including the Division of Criminal 
Justice Services, County departments, and other governmental or private agencies. This position 
is responsible for departmental data collection and analysis to identify trends and translate 
analytical findings into policy and practice, Discretion and confidentiality are imperative aspects 
of the work performed by this position as the information will be highly confidential and 
investigative in nature. Supervision may be exercised. Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only)  

Develops, implements and evaluates a plan for performing a range of functions that include 
monitoring objectives, policies and procedures with a goal toward improving the effectiveness and 
efficiency of departmental operations; 

Utilizes statistical methods and technologies for analyzing historical data, to identify and monitor 
trends, to assist in the development of strategies and policies supporting departmental goals; 

Makes recommendations on departmental procedures and process changes based on data 
analysis; 

Serves as a liaison between the District Attorney’s Office and federal, state and local agencies, 
external researchers, institutions of higher education and criminal justice agencies; 

Works to bridge any gaps in understanding between office professionals and IT personnel when 
discussing the need for data collection, analysis or report presentation; 

Fields analytical requests from the District Attorney and the Executive staff by providing more 
specialized analysis or information; 

Conducts deeper analysis into high-level trends; 

Leads internal performance data review meetings and engages in quality assurance to ensure 
the integrity of the information in the systems; 

Establishes a practice of periodic review and revision of the office’s data collection, reporting 
infrastructure and procedures, to provide a foundation for ongoing process improvement and 
quality results; 

Designs data reports to be used for internal and external analytical communications and briefs; 
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EXAMPLES OF WORK:  (Illustrative Only) (Cont’d) 
 
Translates analytical findings to make policy and practice recommendations to be shared with 
office leadership; 
 
Maintains a collegial rapport with professional organizations, agencies, legal and non-legal staff 
who will use the information to make data-driven decisions;  
 
Maintains and ensures the new case management system meets the office’s analytical and 
reporting needs; 
 
Participates in the presentation of information concerning the mission and services of the District 
Attorney’s Office to various service organizations and agencies; 
 
Attends meetings and conferences as required with other agencies;  
 
Uses computer applications such as spreadsheets, word processing, calendar, e-mail and 
database software in performing work assignments 
 
May access protected health information (PHI) in accordance with departmental assignments and 
guidelines defining levels of access (i.e. incidental vs. extensive) 
 
May perform other incidental tasks, as needed. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of departmental statistical analysis and data management; thorough knowledge of 
statistical analysis along with research methods and technologies used to develop detailed 
analyses to drive data driven decision making; thorough knowledge of departmental wide variety 
of data-intensive research, investigative analysis and projects; ability to identify critical analytical 
problems and to formulate realistic solutions integrating with minimum disruption into ongoing 
operations; ability to create data and reporting tools to produce new insights from existing data 
sources; ability to formulate research reports on policy-relevant information; ability to translate 
complex data concepts in both written and oral format for a general audience;  ability to engage 
with department heads, and leaders of law enforcement organizations to develop and lead 
strategic planning and research ensuring policies and reporting are transparent to ensure a good 
rapport with the District Attorney’s Office, the public and police community relations; sound 
professional judgment; integrity, tact; creativity; initiative; physical condition commensurate with 
the requirements of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor’s Degree* in the social or 
behavioral sciences, criminal justice, or a closely related field, and seven years of experience in 
research or data analysis involving statistical analysis using Structured Query Language (SQL) 
or equivalent query language programs, two years of which must have been in a leadership role 
in the conduct of research projects. 
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SUBSTITUTION:  A Master's Degree* in Social Work, Law, Public Administration, Criminal 
Justice, or Sociology may be substituted for one year of the required general experience.   

*SPECIAL NOTE: Education beyond the secondary level must be from an institution recognized
or accredited by the Board of Regents of the New York State Department of Education as a post-
secondary, degree-granting institution.

West. Co.   Job Class Code: E0970 
J. C.: Exempt†   Job Group:  XIV 
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