I&M Network Data Manager Position: Overview of Responsibilities


	OVERVIEW
	Foster the success of the I&M program through data stewardship; ensure quality data sets throughout the network, integrate data and coordinate and communicate openly with all data managers throughout the region, and contribute where appropriate to the national I&M efforts.


	DUTY
	LEVEL OF RESPONSIBILITY

	
	RESPONSIBLE FOR (core duty)
	INVOLVED IN/AWARE OF (secondary duty)

	Design Databases
	· Understand and follow conventions of the I&M Database Template

· Ensure “good” relational database modeling practices are followed for all I&M projects across the network

· Ensure synchronization of tabular and spatial data models for all I&M projects across the network

· Coordinate efforts between similar data models within the network 

· Ensure that appropriate design documentation has been created, such as data dictionaries and model diagrams

· Ensure database designs are compatible with field collection needs
	· Assist with non-I&M projects to ensure quality database designs

· Coordinate efforts between similar data models across all networks in region

· Contribute to national efforts of designing cohesive datasets

	Implement Databases / Maintain Datasets
	· Ensure appropriate database software is selected for all I&M projects across network

· Ensure suitable cataloging, storage, and accessibility of digital data

· Develop archiving procedures and ensure their practice

· Evaluate legacy data for usability

· Develop and implement QA/QC procedures and data validation tools

· Ensure adequate IT security practices are applied to datasets and other products
	· Coordinate efforts between similar datasets across all networks in the region

· Familarity with general strategy of NPS regarding IT security

	Populate Data Sets
	· Ensure reliability of “location” data collection methods for accurate spatial data

· Ensure data integrity as data sets are converted to electronic format

· Provide programming skills for data entry forms and other input methods

· Ensure FDGC-compliant metadata for spatial datasets 

· Generate spatial datasets from tabular data

· Analyze data to identify potential data anomalies

· Coordinate cataloging of legacy data and reports (data mining)

· Ensure population of national datasets such as Dataset Catalog, NPSpecies, ANCS+, and NPBib

· Ensure data allows for appropriate setup of ArcView to Access Links
	· Contribute to national efforts of collecting cohesive datasets

· Assist with / coordinate training for park and network data managers and technicians



	Provide Data Sets/Products
	· Assist others in the understanding and analysis of collected data

· Format data sets as required by others for reporting or analysis tools

· Develop desktop (distributable) and web-based applications for data entry, viewing, and reporting

· Develop GIS products for data analysis and dissemination

· Apply appropriate records management techniques to products and data sets.
· In coordination with WASO staff, determine archival strategy for park and network data

· Where appropriate, prepare data sets and products for public release
	· Assist statisticians with developing data formats to fit statistical models or analysis packages

· Assist with creation of ArcView to Access links

· Assist with creation of graphics presentations

· NPS and DOI recommendations and regulations for web-based content and FOIA-able information



	NON-DUTIES
	LEVEL OF RESPONSIBILITY

	
	NOT RESPONSIBLE FOR

	
	· Park GIS and database solutions outside of the I&M Program; should assist when skills and expertise are required, but should not be solely responsible for implementing projects at the park level

· System or network administration and support, including hardware and software issues

· General data entry; should not be responsible for keying data in from field forms

· Metadata and documentation generation (created by data set or product originator)
· General document management beyond the scope of core duties
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