
 

 

Job Description 
 

Position:   Data Analyst  

Department:   Administration  

Position Reports to: Operations Director  

Status:   Full Time-Non-Union 

 

Position Summary: 

The Data Analyst’s responsibilities include conducting a full life cycle analysis to include 

requirements, activities, and design. The Data Analyst will develop analysis and reporting 

capabilities. Collaborates across departments and with customers to define requirements and 

understand business problems. Uses advanced mathematical, statistical, querying, and reporting 

methods to develop solutions. Other duties as assigned by the Operations Director. This position 

will work on site at our facility located in Los Angeles, CA.  

 

Adhere to Clinica Romero’s mission and core values: Compassion, Commitment to Service, 

Quality Care, Respect, and Dignity; and complies with all policies and procedures of the 

organization. 

 

Responsibilities: 

 Interpret data, analyze results using statistical techniques and provide ongoing reports. 

 Develop and implement databases, data collections systems, data analytics and other 

strategies that optimize statistical efficiency and quality. 

 Ability to acquire data from primary and secondary data sources and maintain 

databases/data systems. 

 Responsible for database administration, data consolidation, data analysis and 

management reporting. 

 Utilizes software to generate metrics and develops actionable recommendations. Identify, 

analyze and interpret trends or patterns in complex data sets. 

 Provides support to teams or management by collecting and analyzing data and reporting 

results. 

 Ability to organize technical work; demonstrate excellent planning, problem-solving, 

analysis, documentation, presentation, and organization skills; analyze and interpret data, 

processes and needs based on limited information. 

 Works with the core reporting team to ensure the application teams fully address users' 

reporting needs. Responsible for ensuring reports for specified application(s) are 

implemented successfully. 

 This Job description is not all-inclusive as to the essential and marginal functions of the 

job and is subject to change. 

 



 

 

Qualifications/Requirements: 

 Bachelor’s degree.  

 Bilingual English & Spanish. 

 Typing a minimum 35 WPM and proficient computer skills; including but not limited to 

Microsoft products and use of outlook  

 Computer proficiency required 

 Experience with EMR system. Epic preferred. 

 Experience in a medical office setting preferred. 

 Ability to communicate effectively, verbal and written; work without close supervision, 

detail oriented and well organized. 

 Customer service skills: communication, empathy, patience, and technical knowledge 

 Work in team-oriented environment, and work well under deadlines. 

 Ability to handle multiple tasks and work in a busy environment 

including heavy telephone duty. 

 Promote and provide the means for a working team relationship 

within Front Office and other departments. 

 Organized, flexible, thoroughness, dependability and attention to detail. 

 Able to work and communicate effectively with people of 

diverse culture, education and economic backgrounds. 

 Ability to move/lift up to 15 pounds 

 Able to work evenings and weekends 

 CA driver’s license and auto insurance  

 Selected applicants are subject to, and must pass, a full background check 

 Must provide proof of up-to-date COVID-19 vaccinations including recommended doses 
in the primary series AND booster dose when eligible. 
 

 

Policy and procedures regarding conduct in the workplace: 

 Observe regulations on time card use and reporting. 

 Observe attendance policy. 

 Maintain a clean and safe work area. 

 Observe general Safety/Employee Health policies and procedures. 

 Maintain current all annual health screenings. 

 Observe CMOAR Appearance/Dress standards. 

 Maintain the privacy and confidentiality of both client and employee with regard to medical 

records. 

 Display clearly visible identification. 

 Treat all patients with respect and dignity and adheres’ to the Patient Bill of Rights. 



 

 

 Treats all employees with respect and dignity in accordance to non-discriminatory policy 

and procedure. 

 Treat all employees/clients in a courteous and professional manner. 

 Conduct only work related conversations when clients are waiting for service. 

 Do not discuss other staff members, policies, problems or medical care in public areas of 

clinic. 

 
 

CLINICA MSR. OSCAR A ROMERO IS AN EQUAL OPPORTUNITY EMPLOYER 

 


