JOB ANNOUNCEMENT
Survey Research Assistant
AGENCY:

Indiana Department of Labor
JOB POSTING ID:
593382
APPLY BEFORE:
December 4, 2014
LOCATION:

Indianapolis, IN 
HIRE SALARY:
$24,128
TO APPLY:

http://www.in.gov/spd/2333.htm 
JOB DESCRIPTION:
Incumbent serves as a Survey Research Assistant within the Indiana Department of Labor’s (IDOL) Quality Metrics and Statistics (QMS) Division. The incumbent is responsible for the comprehensive collection and distribution of reliable work-related injury and illness data in order to comply with state and federal Occupational Safety & Health Administration (OSHA) requirements.  These data are primarily collected through the Survey of Occupational Injuries & Illnesses (SOII) and the Census of Fatal Occupational Injuries (CFOI) and are used extensively by both public and private entities as a tool for analysis and prevention of workplace injury and illnesses.


RESPONSIBILITIES:
· Collect and code data regarding workplace injuries, illnesses, and fatalities; 

· Interpret collected survey information to determine appropriate coding of data into the Bureau of Labor Statistics (BLS) and the OSHA reporting systems using standards defined in North American Industry Classification System (NAICS);

· Input survey data into reporting systems; 

· Conduct phone surveys with employers to elicit information on occupational injuries and illnesses;

· Assist the Survey Coordinator in reviewing Indiana Health Department records on work-related fatalities in the state; 

· Draft reports, articles, and/or correspondence responses for the QMS Executive Director as assigned;

· Provide frequent updates on progress and/or issues to Survey Coordinator and Executive Director; 

· Complete accurate and timely records and reports related to travel, work schedule and work activities;

· Participate in projects to enhance the QMS division; 

· Attend staff meetings and present as requested; 

· Complete special projects and attend training as assigned; and

· Related duties as assigned.
PREFERRED EXPERIENCE:
· Three (3) years work experience in data collection, program coordination, public administration or related field; or accredited college training in a related field.

· Ability to use computer software including web browsers, search engines, word processors, spreadsheets, e-mail and data collection systems; 

· Ability to read, interpret and accurately code data using standards defined in industry safety manuals; 

· Ability to strictly adhere to timeliness standards as set by BLS and federal OSHA; 

· Excellent oral and written communication skills and ability to solicit required information and details related to injuries, illnesses, and fatalities.

· Ability to maintain a professional demeanor when communicating with hostile and/or distraught individuals (occasional);

· Ability to achieve and maintain BLS certifications in data coding and confidentiality;

· Ability to manage multiple projects and/or inquiries, to work in a team environment towards a common deadline, and to adapt responsibilities accordingly; 

· Ability to maintain confidentiality; 

· Ability to travel on occasion.


