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Our company is growing rapidly and is searching for experienced candidates for
the position of program analyst. We appreciate you taking the time to review the
list of qualifications and to apply for the position. If you don't fill all of the
qualifications, you may still be considered depending on your level of experience.

Responsibilities for program analyst

e Provide support to the Product Manager and higher headquarters, as
necessary

e Coordinate with Product Manager, Deputy, Division Chiefs, Project Leaders
and associated internal and external functional areas to provide input,
maintain program information and prepare briefs, suspense responses and
charts as necessary

» Provide programmatic support as needed in areas of EVMS, and production
work tasks

e Provide data management and analysis for studies and maintain assigned
projects

» Use data sources to identify programmatic needs

e Develop business relationships with intra/interagency representatives

e Produces properly formatted products free of grammatical errors

e Prepares and participates in unclassified/classified meetings

e Develops and maintains schedules and provides meeting support

e Provide regular project status to program managers

Qualifications for program analyst
» Experience analyzing, interpreting, and developing draft processes or

procedures for the Government

e Experience in performing evaluations of existing procedures, processes,



The analyst will make VBA code changes, which include changes to access
database, sqgl queries and adding new columns to these databases ensuring
they are modified in excel spreadsheets (templates)

BS degree from an accredited college or university and 8 years related
experience

Demonstrate leadership ability and good communication skills required

All candidates must be US citizens and hold a minimum Secret security
clearance



