    DELAWARE DEPARTMENT OF JUSTICE
     Casual/Seasonal JOB OPENING
Opening Date:  August 25, 2014 

      Closing Date:  September 2, 2014
This is a Casual/Seasonal position (in order to be in compliance with the Delaware code and provisions of The Affordable Care Act; work hours are required to be less than 30 hours per week, or less than 130 hours per month, on average over the course of a fiscal year; July 1 to June 30). This is a position without healthcare benefits.  Salary will be commensurate with experience.
            CASUAL/SEASONAL Data Specialist
                  Criminal Division, Crime Strategies Unit, New Castle County
Job Responsibilities and Duties: 
The Criminal Division, in New Castle County, in conjunction with already established geographic prosecution Units; Felony Trial and the Wilmington Violent Crime Task Force, launched the Crime Strategies Unit in February 2014 to aid in reducing crime in Delaware by targeting neighborhoods besieged by quality of life crimes.  The Crime Strategies Unit seeks a unique position in that of a Data Specialist.  This position will be required to receive, track, review source documents, compare documents to database information, edit and analyze data. Will input data from source documents to designated files; will provide information generated from reports with analysis and statistical information to Crime Strategies Deputy Attorneys General and other staff in addition to senior Criminal Division and Department management.

Strengths should include the ability to operate office computers, handle incoming and outgoing mail and reports, data collection which involves retrieving, collecting, compiling and maintaining data from multiple sources such as files, notes, records, police reports, other legal documents, databases/internet, and staff members.  Must have experience in using automated computer systems to enter, update, modify, delete, retrieve, inquire and report on data collected.  Must keep current on new developments and techniques for data design and management.  Must be able to share data resources in reports with other staff.  Must have the ability to communicate effectively verbally and in writing; working knowledge of data resource management; knowledge of the concepts, methods and techniques of systems analysis, data planning and data modeling.

This Casual/Seasonal Data Specialist position will be for a term of 18 months.  While reappointment for an additional time period may be a possibility, neither the existence of the position after the end of the initial appointment, nor the possibility of reappointment, is guaranteed.

If you are interested in applying for this Casual/Seasonal Data Specialist position within the Criminal Division, in New Castle County, please submit your Resume and State Application to the Delaware Department of Justice, Human Resources, 820 N. French Street, Sixth Floor, Wilmington, DE  19801 or E-mail to DOJHR@state.de.us or Fax to:  302-577-5866.  EOE.
