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RESEARCH AND POLICY ANALYST 

SUMMARY DESCRIPTION 

Under the direction of the Director of Accounting, the Policy and Research Analyst conducts 
research, surveys and analyses; compiles and organizes data; and uses new and existing data 
sources to prepare, enter, arrange and display data in a meaningful and useful format for those 
who must use the data.   
 
SUPERVISION RECEIVED 
Works under the supervision of the Director of Accounting. 

 
RESPONSIBILITIES 

 Assist the Village in producing specific, timely and data-driven analyses on various 
operations throughout the Village. 

 Study and advise on data-driven policing practices and policies, based on statistical data and 
other research. 

 Responsible for performing specialized administrative work, which may include a wide range 
of administrative duties, and must demonstrate a comprehensive knowledge of various 
aspects of the Villages operations. 

 Sets and meets goals for themselves and the team; accountable for project deadlines 
and successful completion of projects. 

 Performs various administrative functions, including answering telephone calls, 
sorting documentation and filing, assisting in verifying, organizing, entering and 
reviewing data. 

 Attends regular meetings regarding data analysis; prepares detailed reports and 
presentations on a regular basis, as assigned by the Director of Research. 

 Ensures that all sensitive and restricted information and materials are handled with 
complete confidentiality and discretion. 

 Capable of performing duties with minimal supervision and managing projects from 
beginning to end. 

 Assures that assigned areas of responsibility are performed within budget; performs cost 
control 
activities; monitors revenues and expenditures in assigned area to assure sound fiscal control; 
prepares annual budget requests; assures effective and efficient use of budgeted funds, 
personnel, materials, facilities and time. 

 Organizes and documents findings of studies and prepares recommendations 

for implementation of new and existing systems, and procedures. 

 Develops  or  updates  functional  or  operational  manuals  outlining  established  methods of 
performing work accordance with organizational policy. 

 
QUALIFICATIONS 
Bachelor’s Degree in Business operations, analytics, or related field; AND three years of professional 
experience OR an equivalent combination of education, training, and experience.  
 

Knowledge of: 

 Knowledge and skill in the use of databases and software applications, with the ability to 
create, edit and analyze data; ability to collect, analyze and evaluate evidence, statistics 
and other information to draw logical conclusions. 

 Proficiency in the use of Microsoft Word, Excel, and PowerPoint; ability to prepare 

graphs, charts, tables and other illustrative documents. 

 Excellent report writing skills. 

 Knowledge of statistical analysis. 

 Ability to use statistical research techniques. 

 Good attention to detail, ability to proof, verify and edit complex written reports written by 

others or by oneself and to communicate/make changes and improvements as needed 

during the report review process. 
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 Skill in interacting with others to investigate, gather and review confidential materials, 

information and data. 

 Skill and accuracy in the control, organization and maintenance of files and records 

according to various methods. 

 Good communication skills; ability to exercise diplomacy, gather information from  others 

 Ability to coordinate several tasks at one time and perform well under pressure; ability to 

fill in for and perform the duties of other support staff as needed; ability to relieve 

management of certain administrative functions. 

 Ability to understand and follow through on oral and written instructions. 

 Ability to maintain a professional appearance and attitude at all times. 

 
Skilled in: 

 Outstanding written and oral communications, and presentation skills 

 Strong quantitative analysis skills and attention to detail 

 Proficiency in MS Excel (statistics, pivot tables, functions) 
 Experience in creating presentations of analytical findings and calculations in MS Power 

Point 

 Well-developed ability to distil complex information into its essential components and 

concepts 

 Experience with identifying, analyzing and interpreting data trends, and preparing 

reports 

 Capable of working in a fast paced environment, managing multiple projects 

simultaneously, and prioritizing assignments 

 Excellent project management skills including planning, implementation and follow 

through 

 
 
 

 

 

 

 

 

 

Applicants should submit a cover letter, resume and references to: 

kspeik@villageofhazelcrest.com    or   Village of Hazel Crest 
3601 W. 183rd  St. 
Hazel Crest, IL 60429  
Attn:  Village Manager 
Position: Research and Policy Analyst 

 
 

 
The Village of Hazel Crest is an Equal Opportunity Employer (EOE) 
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