Information Systems Project Team – Roles & Responsibilities

	Function
	Activities
	Program Title/Position

	Project Management
	General oversight of project activities – assures objectives / timelines are met

Coordinates communication between agency, vendors, funding/community resources
Monitors consultant services

Organize, schedule and provide guidance on project activities
	

	Training Coordination
	Assess staff skills and knowledge

Research training opportunities

Coordinate training for staff

Evaluate training

Procedure development and documentation
	

	Procedure Development / Support
	Create /maintain written procedures and documentation on data entry, data validity, report generation, report analysis, technical support, system maintenance impact on staff, 

Review and assess effectiveness/efficiency of procedures

Distribution of procedures
	

	Data Entry
	Enter data into CPDE

Ensure data integrity

Maintain organization of files 
Provide feedback to project team

Assist with procedure development and documentation
	

	IT System Admin.

and maintenance
	Setup/maintain security – manage user accounts

Upgrade software as required/necessary

Coordinate with vendor on upgrades

Utilize website to determine updates

Coordinate with Project Manager on system performance/maintenance/backup/security

Provide feedback to project team
	

	Tech Support
	Provide user support

Coordinate vendor support

Document issues

Provide feedback to project team
	

	Tracking
	Tracking of all service areas and staff including but not limited to:  ERSEA, Mental Health & Health treatment/referral, Immunization, physical, oral, hearing, vision,  Disabilities IEP/referral, Inkind/volunteers, Family Partnership Agreements, Health/Safety, Licensing, staff qualifications and career development, Child outcomes, Transition, Transportation, NRS,  PIR, Community resources
	

	Ongoing/ Monitoring
	Generate diagnostic reports including PIR and monitor accuracy and consistency of data collection/entry

Coordinate corrections with data collection/data entry staff

Ensure adherence to procedures
	

	Analysis
	Analyze tracking data (above) to determine and respond to trends

Develop reports and report schedule

Distribute reports as appropriate to staff, board, and policy council
	

	Evaluation
	Develop feed back mechanisms for evaluating system performance and accuracy

Interview staff

Gather feedback from staff on the usefulness tracking and analysis reports
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