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JOB DESCRIPTION 

Position Title: COPA Systems & Database Specialist (Central Office)  

FLSA Classification: Exempt  

Pay Grade: 16 

Reports to: Director of Quality Assurance  

Service Area/Department: Quality Assurance  

 

PRIMARY PURPOSE   

This position develops, maintains, and manages the agency’s Child Outcome Planning and Assessment (COPA) 

database as well as the necessary processes, documentation, and training for COPA users.  

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

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

functions.)  

Regular and consistent attendance is an essential function of this position. 

 

1. Develops the Quality Assurance plan for the agency’s COPA database and systems and Program 

Information Reporting (PIR).  

2. Responsible for COPA database management which includes monitoring, analyzing and 

evaluating the data and systems.  

3. Performs ongoing COPA system maintenance and troubleshooting and makes recommendations 

for process improvement.  

4. Provides technical support to users at the county level and Central Office. 

5. Works with the COPA vender on database customizations and technical issues with the software. 

6. Coordinates with content area experts in Education, Family and Health Services, ERSEA, Quality 

Assurance, USDA, Transportation, and Human Resources to facilitate and complete the COPA 

customizations and implements the necessary data entry procedures. 

7. Coordinates with the Human Resources department to acquire data needed for the PIR. 

8. Provides data and reports in the production of the community assessment and self-assessment.  

9. Provides COPA training and technical assistance which includes proper data entry, quality 

control, and reporting.  

10. Updates and maintains COPA related training materials. 

 

 

OTHER DUTIES AND RESPONSIBILITIES 

May perform other duties as assigned.  
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SUPERVISORY RESPONSIBILITY  

This position has no supervisory responsibilities.  

 

 

EDUCATION AND EXPERIENCE REQUIREMENTS 

Bachelor’s degree in information systems, computer science or related field with 5 years of work experience 

in database management, administration, or related field. 

 

 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIREMENTS 

1. High-level critical thinking skills.  

2. Knowledge and experience working with database systems and applying system development 

methodology for problem solving, planning, and implementation for a diverse, large organization. 

3. Ability to collect and analyze data, establish facts, and draw valid conclusions to solve problems.  

4. Organizational skills and high level of attention to detail and accuracy. 

5. Ability to manage time effectively on multiple time sensitive projects. 

6. Ability to work independently and collaboratively and/or as a part of a team.  

7. Project management and coordination skills working across departments. 

8. Effective relationship building, verbal and written communication skills. 

9. Ability to interact with people of diverse social, cultural, economic and education backgrounds.  

10. Possess proficient working knowledge and ability to operate computers with applicable software 

(Windows, Microsoft Office Suite and data systems). 

 

 

OTHER JOB REQUIREMENTS 

 Enrollment in Oregon’s Central Background Registry.  

 Ability to pass an agency sponsored physical examination and communicable disease assessment.  

 This position may require driving a personal vehicle, a current driver’s license, and auto 

insurance coverage. 

 

 

JOB CONDITIONS    
This position operates in an office environment. In addition, there may be frequent interruptions, evening or 

weekend work, and working additional hours during peak periods.  

 

 

PHYSICAL DEMANDS  
In the normal work day, there may be continuous sitting with occasional standing and walking. Work 

may include occasional lifting and carrying up to 10 lbs. For a detailed physical job description, 

please contact Human Resources.   

 

 

TRAVEL   

Occasional travel is required throughout the state often in inclement weather.  
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NOTE:  This agency believes that each employee makes a significant contribution to our success. This job 

description in no way implies that these are the only duties to be performed by the employee; rather, it is 

intended only to describe the general nature of the job. At all times, employees will be required to follow 

any instruction and perform any other duties within this or a lower job level upon the request of the 

supervisor. At times, employees may also be required to perform higher level duties. 

 

 

Employee signature below constitutes employee’s understanding of the requirements, essential functions, and 

duties of the position.  

 

 

Employee Signature_______________________________________________________________________ 

 

 

Date____________________________ 


