RESEARCH ANALYST (DISTRICT ATTORNEY’'S OFFICE)

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an incumbent
of this class is responsible for developing comprehensive statistical information for the Office of
the District Attorney’s and its various bureaus. Duties include the collection, analysis, evaluation,
interpretation and reporting of a variety of data using various database management systems to
work with and manipulate raw data, to prepare reports for the District Attorney and/or Bureau
Chiefs and to provide information for federal and state submission. The incumbent also works
with third party vendors to ensure relevant information is provided to upgrade existing systems,
as needed. Supervision is not a responsibility of this class. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Creates, collects and maintains all data on community outreach presentations, U-Visas
(nonimmigrant visas for victims of certain crimes who have suffered substantial mental or physical
abuse, and intern and attorney hires);

Provides and creates statistical reports on crime data, arrests, indictments and convictions;

Assists in the creation of updated educational materials for office use and to update PowerPoint
presentations;

Works with third party vendors to update office systems to ensure they are provided with important
and critical operational District Attorney Office elements for inclusion to a variety of database
management systems;

Reviews cases for U-Visa eligibility; reviews and analyzes files, and reviews victim contact
patterns to determine eligibility based on established guidelines;

Assists in preparing reports and/or in providing information for the Budget Office based on
information gathered from various database management systems;

Works with local schools on a continuous basis to understand current trends engaged in by
students and then works to prepare educational programs to address school needs; also works
with local municipalities to address safety issues and to provide information to protect students;
assesses the usefulness of data and information provided;

For the creation of U-Visas, develops policies on processing, as well as unsealing of relevant
cases to assess files and to assist the victim; provides Police agencies with U-Visa training and
procedures;

Provides statistics and summaries regarding community events and presentations, U-Visas and
a variety of other data as needed;
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EXAMPLES OF WORK: (lllustrative Only)

Responds to requests from attorneys for information on case updates;

Attends meetings and seminars related to community events and presentations to assist in
developing other data gathering methods;

Monitors the presentations of newly hired Assistant District Attorneys and requests feedback from
schools to grasp if presented programs were helpful and/or if materials were relayed appropriately
for the specific audience addressed;

Works with the District Attorney to gather school safety seminar information for all police chiefs
and school administrators throughout Westchester County to address gaps between law
enforcement and schools to ensure the safety of students;

Works with the Department of Information Technology in developing automated systems for
attorney recruitment efforts;

Conducts training sessions with attorneys on presenting information at community events;

Uncovers potential problems with Conviction Alternative Programs and provides
recommendations for improvement;

Analyzes departmental policies relating to annual reports, employee attendance, space and
facility utilization, departmental inventory of supplies and materials;

Ability to use automated and database management systems;

Uses computer applications or other automated systems such as spreadsheets, word processing,
calendar, e-mail and database software in performing work assignments;

Performs other incidental duties, as needed;

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:
Thorough knowledge of the principles and techniques used in conducting statistical analyses,
including the use of automated and database management systems; good knowledge of research
methodologies; good knowledge of data collection techniques; ability to gather and collect
statistical data and draw logical conclusions; ability to design statistical tables, produce graphs
and charts and interpret reporting procedures; ability to prioritize projects and meet deadlines;
ability to supervise and coordinate the work of others; ability to effectively communicate both orally
and in written form; thoroughness; accuracy; resourcefulness; initiative; sound judgment; tact,
dependability; physical condition commensurate with the demands of the position.
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor’s Degree* and four
years experience (pre- or post-Bachelor’s Degree) which involved planning, analyzes or
research in a law enforcement environment.

SUBSTITUTIONS: A Master’s Degree* in Statistics, Public Administration, Business
Administration, or Economics or a closely related field may be substituted for one year of the

required experience.

West Co. Job Class Code: C3368
JC: Competitive Job Group: XII
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