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POSITION TITLE: 
    

Data Analyst 


Salary:
Range 6:  
Status:   Part-Time (4 hours day)
PURPOSE OF JOB:  The Data Analyst is responsible for high-quality data reporting, compliance documentation, and data analysis using the VELA Management data software. This position ensures the accuracy and timeliness of reports required by funders and support internal data base decision making.  
QUALIFICATIONS:   Candidates must demonstrate their ability to accomplish the Essential Job Results stated below. 

Job knowledge absolutely required before entering the job 

· Experience working with VELA or similar client database systems (e.g., Apricot, Osnium, etc.)

· Demonstrated experience in documenting, critically analyzing and evaluating data and report findings.  

· Strong organizational skills and ability to work independently with minimal supervision. 

· Computer literacy with ability to design, implement and maintain databases.  

· First Aid/CPR certification. 

· Confidentiality a must.

Preferred:  

· Experience with CDVSA data requirements of Alaska-based victim services program.
· Knowledge of data privacy laws, particularly those impacting survivor services.

· Lived experience in professional background in advocacy work a plus.

ESSENTIAL JOB RESULTS: 
· Reporting & Compliance:
· Prepare monthly, quarterly, and annual reports for CDVSA and other funding entities using data from the VELA System Management.
· Ensure timely submission of required data and resolve discrepancies with staff and partners.
· Data Analysis:
· Analyze service trends, program outcomes, and community needs to support decision-making and improve service delivery.

· Create dashboards, charts, and summaries for internal use and Board reports.

· Identify data gaps and recommend process improvements.

· Confidentiality & Ethics:
· Uphold strict confidentiality protocols when handling client data.
· Ensure that data usage aligns with trauma-informed, survivor-centered principles.

Contributes to the team effort and maintains continuous quality improvement by welcoming new and different work requirements; exploring new opportunities to add value to the organization; helping others accomplish related job results; being active in self-directed learning and professional growth; assisting in policy & procedure development and revisions through membership in various work teams and/or as liaison to Board and program committees; and attending all mandatory staff meetings and in service training.  

Protects program integrity and confidentiality by adhering to all confidentiality requirements including but not limited to S.A.F.E.’s  internal policies, requirements of local, state and federal law and requirements of common sense necessary to protect the safety, dignity and privacy of persons seeking or receiving services. 

WORKING CONDITIONS: Fast paced office environment with moderate to loud noise.  Frequent, unscheduled interruptions.  Periodic exposure to situations where individuals may be a danger to themselves or others. Occasional exposure to hazardous conditions (cigarette smoke, bodily fluids, spills, chemicals and cleaning agents, broken glass, etc.) Exposure to communicable diseases. 

MACHINES AND EQUIPMENT USED: Standard office equipment (FAX machine, computers, copier, telephone, etc.) and household cleaning tools (vacuum cleaners, etc.) 

PHYSICAL REQUIREMENTS: Ability to walk, sit, hear, speak, climb stairs, stoop, reach, use hands, lift up to 50 lbs, see and use close vision

RELATIONSHIP WITH OTHER PEOPLE: Cooperates and interacts with all SAFE staff or volunteers, service agencies, tribes and tribal representatives and other community members with dignity and tact. Will not engage in intimate relationships with a person seeking or receiving services from SAFE.   
SUPERVISED BY:  Business Manager  

POSITIONS SUPERVISED: None 

COORDINATION:  Works closely with the Executive Director in program development and evaluation.  Assists other program managers to establish & maintain record keeping systems and documentation of program services.  

BACKGROUND CHECK: Position may require applicant to be fingerprinted and complete a national FBI/State of Alaska criminal background check.  
SAFE is an Equal Opportunity Employer.

Alaska Natives, persons who are multi or bi-lingual and survivors of

Domestic violence, child abuse, or sexual assaults are encouraged to apply.

All EMPLOYMENT WITH S.A.F.E. IS AT WILL.  S.A.F.E. RESERVES THE RIGHT TO REVISE OR CHANGE JOB DUTIES AND RESPONSIBILITIES AS THE NEED ARISES.  THIS JOB DESCRIPTION DOES NOT CONSTITUTE A WRITTEN OR IMPLIED CONTRACT OF EMPLOYMENT

Current: 06/2025; 08/2025
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