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CSST Technical Assistance Manager
This position funded completely or in part by funds from the American Recovery and Reinvestment Act of 2009

Job Summary: 
The incumbent of this position is responsible for: 

· Working with the Client Social Services Tracker (CSST) Data Entry Coordinator and SNHS Program Directors to ensure the regular and accurate entry of client data into CSST;
· Redesign, Development, Implementation, and Maintenance of the agency’s website;
· Design, Development, Implementation, and Maintenance of a content management system for an agency’s intranet;

· Coordinate End User Needs Committee.

Supervision Received:
Works under the direct supervision of the Agency’s Director of Operations.  
Supervision Exercised: 
None.
Qualifications:

· Computer proficiency and experience with data entry protocols required.    

· Database Management experience and data gathering and reporting experience required.
· Website and Content Management design and implementation experience required.

· Proficient in MS/Office required.

· Familiarity with Community Action and Southern New Hampshire Services program delivery system preferred. 
· Must possess strong interpersonal, verbal/written communication, and community relation skills.

· Demonstrated ability to function within the context of a team with flexibility, commitment and professionalism.  

Responsibilities:

· Work with the CSST Data Entry Coordinator to manage the entry of SNHS client demographic and program data into the Agency CSST database, and enter data as necessary.  
· Represent SNHS in statewide process of developing and implementing CSST interface with current FAO software.

· Assist the Director of Operations in the development and implementation of a system for ongoing data input by program staff on a program by program basis as appropriate.   

· Monitor the database for accuracy and completeness on a regular basis and communicate with Program Directors and staff as necessary to assure accuracy of information. 
· Conduct training sessions on CSST for SNHS staff as necessary.  
· As time allows formulate development of CSST Training Manual, working with CSST Data Entry Coordinator.

· Provide verbal and written reports on progress of implementation as required and requested.
· Assist Program Managers with CSST reports and data analysis as appropriate.

· Coordinate End User Needs Committee, to identify process, technology, and/or other solutions to improve efficiencies and other SNHS computer system end user needs.

· Work with designated staff in the redesign and functional/non-functional requirements (including security needs) of the SNHS website www.snhs.org 

· Develop, implement, and maintain SNHS website. 

· Train and provide support to designated staff for the updating of information on the SNSH website.

· Work with designated staff in the design and functional/non-functional requirements (including security needs) of a content management system for an agency intranet.

· Develop, implement and maintain SNHS intranet.

· Train and provide support to designated staff for the updating of information in the content management system for SNSH intranet.
· Contribute technology solution recommendations for other projects as requested.

· Present professional and positive image as a representative of SNHS.
· Responsible for having adequate knowledge of all SNHS programs and will gather sufficient intake information to make referrals to other SNHS programs which are beneficial to the client and his/her family.
· Adhere to the confidentiality policy set forth by SNHS, Inc.
· Perform other related duties as required. 
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