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Job Opening 
 

Job Title: Coordinator of Data Analytics 

Job Type: Full-time 

Supervisor: Director of Data Analytics 

Department: Academics/Data Center 

Location Washington, DC 
 

TO APPLY FOR THIS POSITION: 
Send your resume and cover letter to Emily Burke, director of data analytics, at eburke@aspph.org. 
 

 

The Coordinator of Data Analytics supports the ASPPH Data Center and supports a variety of 
institutional research and effectiveness projects, member data collection, and member engagement. 
 
The Team: 
The four-person Data Analytics team works closely to meet the growing data needs of our members. 
The work is distributed to allow for plenty of opportunity for independent work with significant support 
from team members, as well as cross-collaborative experiences. We value service, excellence, trust, 
and collaboration. Together, the team provides premier data resources on academic public health to 
ASPPH members and the field of public health. 
 
The Impact: 
As the Coordinator of Data Analytics, you will work closely with team members and other ASPPH staff 
to ensure the smooth operation of our Data Center Portal and member services. You will play a key part 
in the necessary documentation of data resources and procedures. You will be in contact with ASPPH 
members from a wide variety of academic public health roles to ensure they have access to data in 
order to make timely, data-informed decisions. 
 
What's in it for you: 
This position provides a tremendous opportunity to grow personally and professionally. You will 
collaborate with ASPPH colleagues and data users and have opportunities to grow in the position 
through increased knowledge of communications, data, and/or systems. Your work will inform academic 
public health and ultimately, “Improve health for everyone, everywhere.”* 
*ASPPH vision statement. 
  

Job Summary 
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• Maintain and monitor ASPPH Data Center Portal user accounts, associated mailing lists, and virtual 
communities. 

• Coordinate the data request tracking system, fulfill data requests for internal and external 
requestors, and maintain data request tracking database. 

• Maintain ASPPH Data Center Portal resources. 
• Assist in maintenance of ASPPH Data Center process documentation. 
• Assist in development of training programs and materials for the ASPPH Data Center Portal. 
• Support data collection, verification, validation, and analysis. 
• Provide general administrative staff support. 
• Other duties as assigned. 
 
 

Minimum Qualifications: 
• Education: Bachelor’s degree required 
• Experience: 1+ years of relevant experience 
 
Skills Needed: 
• Exceptional customer service skills 
• Effective oral and written communication skills 
• General knowledge of data 
• Ability to: 

o Maintain a high level of confidentiality with data and reports that include sensitive information 
o Work independently, initiate project activities, and handle multiple tasks 
o Collaborate effectively with others 
o Perform with accuracy and effectiveness 
o Solve problems creatively 

 
  

Responsibilities & Duties 

Qualifications & Skills 
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The Association of Schools and Programs of Public Health is a 501c3 membership organization located 
in Washington, DC. 

Our mission is to strengthen the capacity of our member institutions by advancing leadership, 
excellence, and collaboration for academic public health. Our members are Council on Education for 
Public Health-accredited schools and programs of public health, as well as schools and programs 
applying for accreditation. The Association staff are dedicated to establishing and advancing the highest 
standards of service to our members. This pledge also applies to the public, in general, and to the 
public health community, in particular. ASPPH programs and services, including the ASPPH Data 
Center, are focused on the achievement of this goal. 
 
The ASPPH Data Center was formed in 1974 to implement an annual data collection system that would 
gather data from CEPH-accredited ASPPH members which could be evaluated, analyzed, and reported 
as uniform, accurate information. Since 1974, reporting has increased from 21 institutions to over 100, 
and the data collection strategies have moved from paper-and-pencil to online data analytics via the 
ASPPH Data Center Portal. The ASPPH Data Center’s data resources include student lifecycle data 
from pre-applicant through to graduation and employment, faculty and staff data, and financial data 
(operating budgets and price of obtaining a public health degree). SOPHAS, the centralized application 
service for members, is a rich source of data on public health applicants. Member surveys provide one-
time data on a multitude of academic public health topics. In addition, the ASPPH Data Center uses 
data from the National Center for Education Statistics to track general trends in education in public 
health. 

ASPPH offers a competitive benefits package. 

 

About ASPPH 
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