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HOPE Atlanta Job Description  

 
 
Title: SSVF Quality Assurance Data Specialist Job Summary 
 

I. Posi'on: The Quality Assurance Data Specialist provides direct support to their assigned SSVF case 
management team. They support data integrity, program follow up, compliance and program 
regula?ons. This is a full-?me posi?on that func?ons by conduc?ng audits, adhering to quality 
standards, iden?fying data trends, and func?oning according to SSVF Program Guide and SSVF HOPE 
Atlanta Policy and Procedures.  

 
II. Reports To: Veterans Services Director of CQI and Community Engagement 

 
III. Job Responsibili'es: 

• Compile Data and support comple?on of required reports. 
• Assist with special projects. 
• Assist with prepara?on of Agency, VA, and CARF monitoring reviews. 
• Provide detailed review of documenta?on to ensure quality, regulatory compliance, consistency 

across programs and audit-readiness. 
• Ensure that 90-day recer?fica?ons are performed in a ?mely manner and that no TFA’s are 

submiPed if the recer?fica?on was not performed. 
• Ensure that there is a case note for every TFA request as well as the need for funds. 
• Ensure that move in dates are entered into HMIS.  
• Enroll and close cer?fied case as assigned.  
• Correct data error clean up report. 

• Recon Salesforce with ClientTrack/HMIS 
• Review case manager SharePoint files for organiza?on and documents uploaded.  

• Ensures documenta?on of service delivery and maintains accurate and ?mely documenta?on and is 
responsible for consumer confiden?ality. Enters veteran informa?on into ClientTrack/HMIS or other 
tracking forms either in real ?me or within 48 hours of ac?vity including monitoring and documen?ng 
progress of veterans and outcomes.  

• Maintain consumer confiden?ality. 
• Par?cipates in all appropriate staff, supervision, and training mee?ngs. 
• Well organized, self-starter and able to work as a team member.  
• Complies with all company safety, personnel, and opera?onal policies and procedures. 
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• Assumes other du?es as needed and assigned by the Veterans Services Director of CQI/Comm 
Engagement and Senior Director 

IV.       Qualifica'ons: 
 
• High School Diploma with at least 2 years’ experience with the homeless popula?on and Quality      

Control (preferred) or related field, of experience in data entry, review and correla?on  
• Experience with Electronic Records 
• Possess basic computer skills and Excel. 
• Must be sensi?ve to and respect cultural diversity amongst client, staff, and volunteers and be able 

to work with diverse racial, ethnic, and economic groups. 

• Must be able to work independently and u?lize cri?cal thinking skills ini?a?ve to maximize ability to 
meet deadlines. 

• Must be proficient with data management and informa?on systems and have a working knowledge 
of MS Office programs. 

• Must be able to adapt quickly, flexible with a strong aPen?on to detail. 
• Mental Health/Human Services experience preferred. 
• Strong wriPen, verbal, and interpersonal communica?ons skills 
• Ability to foster emerging leadership. 

• Experience working with veterans preferred. 
• Must have knowledge of homeless issues, skills in community resource development. 
• Well organized, a self-starter, and able to work as a member of a team. 
• Must possess a valid GA drivers license, with a good driving record. 
• Must have reliable transporta?on. 

V. Addi'onal Requirements: 
• Must handle new and diverse work problems on a daily basis. Personal maturity is an important 

aPribute. Must be able to resolve problems, handle conflict, and make effec?ve decisions under 
pressure. Must have the ability to listen objec?vely to people, perceive the real problem, and 
assist in bringing issues to a successful conclusion. Must relate and interact with volunteers, 
clients, contractors, visitors, and employees at all levels within the Agency. 

 

 
Employee Signature: ___________________________ Date: ______ 

 

Print Employee Name: ______________________________ 


