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CHILD CARE ALLIANCE OF LOS ANGELES 

California Early Care and Education Workforce Registry  

Job Announcement 

Job Title: Data Administrator 

Department: Registry 

Reports To: Registry Director 

Effective Date:  September 2021 

 

*Please note most positions are office-based temporarily working remotely 

 

SUMMARY 

The Data Administrator is responsible for data quality, producing reports, ensuring data 

imports/exports are functioning according to established timelines and protocols, and maintaining 

the data security and quality assurance procedures, policies, and protocols of the California Early 

Care & Education (ECE) Workforce Registry. 

 

The Data Administrator will work in close collaboration with the Registry Director to support 

ongoing development and improvements to the Registry to ensure project success. 

 

DUTIES & RESPONSIBILITIES 

 Perform data clean up, generate data reports, and ensure data imports/exports are functioning 

according to established timelines. 

 Develop and implement quality assurance processes, maintaining current data and data integrity; 

provide recommendations for quality improvements. 

 Conduct regular data audits, risk assessments, and ongoing compliance monitoring activities 

to identify any areas for improvement. 

 Fulfill reporting requirements and data requests as approved by Registry management. 

 Assist Registry Director with writing reports and disseminating project information as required 

and/or necessary. 

 Work in collaboration with the Registry Director to support ongoing development and 

improvements to the Registry to ensure project success. 

 Represent CCALA and Registry at meetings as needed. 

 Participate in events locally and statewide as needed. 

 Perform other duties as assigned by the Registry Director. 

 

QUALIFICATIONS 

 BA/BS degree required 
 Direct experience working with data systems, data entry, and data management including 

protocols, and policies, and procedures to support these areas 

 Solid understanding of data integrity, data security, and quality assurance practices 

 Experience with managing information fields in a database 

 Adept with Microsoft Outlook, Word, and Excel; experience with statistical software 

 Knowledge of data collection, cleaning, and reporting practices 

 Effective organizational and time-management skills 
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 Ability to focus on details and adapt well to change 

 Good, problem solving, and critical thinking skills 

 Ability to exercise confidentiality, discretion, and good judgment 

 Familiarity with the early care and education field 

 Strong written and verbal communication skills 

 Ability to work collaboratively with others at all levels of an organization 

 Experience and ability to work well with diverse client populations 

 

COMPETENCIES 

 Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses 

intuition and experience to complement data; Designs work flows and procedures. 

 Adaptability - Adapts to changes in the work environment; Manages competing demands; 

Changes approach or method to best fit the situation; Able to deal with change or unexpected 

events. 

 Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness; 

Generates suggestions for improving work; Develops innovative approaches and ideas; Presents 

ideas and information in a manner that gets others' attention. 

 Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote 

quality; Applies feedback to improve performance; Monitors own work to ensure quality. 

 

PHYSICAL DEMANDS and WORK ENVIRONMENT 

 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 While performing the duties of this Job, the employee is regularly required to talk and hear. 

The employee is frequently required to sit; use hands to finger, handle, or feel and reach with 

hands and arms. The employee is occasionally required to stand; walk and stoop, kneel, 

crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds. Specific 

vision abilities required by this job include close vision, distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus. 

 The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 While performing the duties of this Job, the employee is occasionally exposed to outside 

weather conditions. The noise level in the work environment is usually moderate. 

 

 
For immediate consideration, send resume and cover letter to:  

Elise Crane, Registry Program Director at hiring@ccala.net. Please include the position title in the 

subject line.  

 

Email submissions only. No phone inquiries, responses will be sent only to individuals meeting the 

outlined requirements of the position. This program is contingent upon grant funding.  

 

The Child Care Alliance of Los Angeles is an Equal Opportunity Employer.  

The Child Care Alliance of Los Angeles is committed to building and sustaining a diverse 

workforce and culture. As part of this commitment, the Child Care Alliance of Los Angeles provides 
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equal opportunity in all of our employment practices, including selection, hiring, promotion, 

transfer, and compensation, to all qualified applicants and employees without regard to race, color, 

medical condition as defined by state law, ancestry, religion, national origin, age, marital status, 

sexual orientation, gender or gender identity/expression, ethnic group identification, mental or 

physical disability, pregnancy, childbirth, and related medical conditions, or any other legally 

protected status. 

 


