HAMPTON ROADS WORKFORCE COUNCIL —JOB DESCRIPTION

Job Title: Maritime Data Coordinator

Reports to: Senior Director, Hampton Roads Maritime Training System
General Classification: Waterside Pay Band: Coordinator
Employment Status: Full- time, Non-Exempt

Last Review: June 18, 2026

GENERAL STATEMENT OF RESPONSIBILITIES

We are seeking a highly organized and detail-oriented Maritime Data Coordinator to support the
Hampton Roads Maritime Training System and the data integration and visualization initiative. This
position serves as the primary internal coordinator responsible for maintaining data inputs, validating
outputs, and supporting the ongoing quality, accuracy, and usability of workforce data products.

Working closely with the project’s Subject Matter Experts (SMEs), internal staff, external partners,
and technical vendors, this role will support the collection, validation, maintenance, and reporting of
workforce and training data across multiple sources. The Maritime Data Coordinator will help ensure
that data submitted to the platform and related reporting systems is complete, accurate, timely, and
aligned with established data definitions and reporting requirements.

This role functions as a bridge between operational users and technical teams, helping translate
business needs into data requirements while supporting dashboards, metrics reporting, and
continuous data quality improvement.

This position is currently grant-funded.

ESSENTIAL JOB FUNCTIONS

e Perform high-volume data entry with exceptional accuracy

e Conduct data validation, reconciliation, and audits to ensure data integrity and consistency

e Maintain and update centralized data files in Excel and future data management platforms

e Support maintenance of workforce data products, dashboards, and reporting tools, including
WAVE platform inputs and outputs

e Monitor data submissions from internal and external partners for completeness, timeliness,
and adherence to established standards

e Review dashboard outputs and reports to identify anomalies, discrepancies, or missing data

e Generate recurring and ad hoc reports, metrics, and visualizations for internal and external
stakeholders

e Maintain documentation including data definitions, reporting logic, data dictionaries, and
process workflows
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e Escalate systemic data issues, refresh failures, or reporting discrepancies to SMEs and
technical partners

e Coordinate with SMEs, project teams, and external data providers to improve data quality and
reporting processes

e Support user acceptance testing and quality assurance of dashboards, reports, and analytics
products

e Identify opportunities for process improvement, standardization, and automation in data
collection and reporting

PERFORMANCE STANDARD

Employees at all levels are expected to effectively work together to meet the needs of the community
and the organization through work behaviors demonstrating the Board of Directors’ Vision, Mission
and Values.

REQUIRED KNOWLEDGE

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required.

LANGUAGE SKILLS

e Excellent communication skills, both written and verbal

e Ability to respond effectively to inquiries and complaints and other sensitive program related
matters

e Ability to facilitate individual and group discussions

e Ability to effectively present and report required information to both small and large groups
as requested.

MATHEMATICAL SKILLS

e Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals. Ability to compute rate, ratio and
percentage.

PY24



HAMPTON ROADS WORKFORCE COUNCIL —JOB DESCRIPTION

REQUIRED SKILLS & QUALIFICATIONS

Associate degree or equivalent combination of education and relevant work experience
preferred

2+ years of administrative, data coordination, program support, or reporting experience
Advanced proficiency in Microsoft Excel (formulas, pivot tables, lookups, charts)

Strong data entry accuracy and exceptional attention to detail

Experience reviewing, reconciling, and validating datasets

Ability to interpret reports, identify anomalies, and investigate discrepancies

Strong organizational and documentation skills

Ability to manage multiple data sources and competing deadlines

Strong analytical and problem-solving skills

Ability to communicate effectively with both technical and non-technical stakeholders

PREFERRED QUALIFICATIONS

Familiarity with data management fundamentals, including data governance, validation
rules, and data quality standards

Experience supporting dashboards, business intelligence tools, or reporting systems (such as
Power Bl or Tableau)

Experience maintaining documentation such as data dictionaries, reporting logic, or
workflow documentation

Experience supporting grant reporting, workforce development, education, or program
operations

Familiarity with CRM, database, or case management systems

OTHER SKILLS AND ABILITIES

Ability to understand the vision and values of the Workforce Council and to implement the
mission, purpose, and goals

A high level of self-motivation and energy

Willingness to work both independently and with a team

Excellent organizational skills with the ability to prioritize and multi-task under minimal
supervision to exhibit “follow-through” on tasks and goals

Excellent communication skills, both orally and in writing

Ability to develop and sustain positive relationships.

WORK ENVIRONMENT

This role will be performed in an office setting. Occasional overtime or weekend work may be
required based on project deadlines or data needs.
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ADDITIONAL REQUIREMENTS

e Valid driver’s license, current automobile insurance, and reliable personal transportation are
required for this position. Mileage reimbursement is provided according to agency policy.

e Ability to pass a general background check to include a local and state criminal history check if
required.

e Verification of employment and references to be conducted.

PHYSICAL REQUIREMENTS

e Requires the ability to exert light physical effort in sedentary to light work.

e Some lifting, carrying, pushing and/or pulling of objects and materials of light weight
(5-10 pounds).
e Tasks may involve extended periods of time standing or sitting at a stationary workstation.

SENSORY REQUIREMENTS

e Some tasks require the ability to perceive and discriminate sounds and visual cues or signals.
e Some tasks require the ability to communicate orally.

ENVIRONMENTAL EXPOSURES

Essential functions are regularly performed without exposure to adverse environmental conditions.

Employee Name: Date:

Signature:
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