
Performance Management Analyst 
 

ORGANIZATIONAL APPOINTMENT:  Health Commissioner’s Office, Philadelphia 
Department of Public Health. 

NUMBER OF POSITIONS:  1 

GENERAL POSITION DESCRIPTION:   

The Philadelphia Department of Public Health is looking for a Performance Management 
Analyst who will report to the Deputy Health Commissioner for Administration.  The analyst 
will support the Director in the development of a department-wide performance management 
system.  Once complete, the system will uphold the department’s mission to improve the health 
of Philadelphians by providing management with data on the efficiency and effectiveness of 
departmental operations.  This data will be used to engage staff at all levels in efforts to improve 
the quality of health services and better meet the needs of the public. 
 
SPECIFIC ACTIVITIES   
 
The Performance Management Analyst will accomplish the following:  
 
The Performance Management Analyst will assist the Deputy Health Commissioner for 
Administration in identifying performance reporting requirements, supporting quality 
improvement efforts, and documenting processes for data collection.  Specific duties will 
include: 
 

• Researching commonly-used performance measures and standards across a variety of 
public health services. 

• Preparing clear, concise performance reports for an executive audience. 
• Working with divisional staff to document departmental processes and workflows. 
• Working with divisional staff to document data collection and reporting requirements. 
• Researching the use of central performance reporting systems in local health 

municipalities. 
• Developing customer service surveys and performance measures. 
• Tracking and updating project plans. 
• Supporting the Deputy Health Commissioner for Administration on a variety of projects. 

 
  
REQUIRED QUALIFICATIONS 
 
Knowledge/Technical Skills: 

• Proficient in data analysis techniques with an understanding of basic statistical concepts  
• Strong communication and written skills 
• Proficient in Microsoft Excel and Access 



• Experience or knowledge of business-process mapping using a software such as 
Microsoft Visio 

• Knowledge of and/or experience working in public health services a plus 
• Knowledge of SQL and other programming languages a plus 
• Experience with or knowledge of basic business analysis techniques, such as how to 

gather requirements for an IT project, a plus 
 

Personal Skills: 
• Investigative ability — passionate and persistent in seeking to understand new data 

sources and creative in their application  
• Ability to explain complex, technical subject matter to a non-technical audience 
• A self-starter with flexibility to both work independently and as part of a team  

 
Education: 

• Completion of a bachelor’s degree program at an accredited college or university in 
public health, public administration, business, information technology or a related field. 
Master’s degree preferred. 

OR 

Any equivalent combination of education and experience determined to be acceptable by 
the Department of Public Health.  

RESIDENCE REQUIREMENT 

• The employee must establish a bona fide residence in Philadelphia within six (6) months 
of appointment, and must thereafter maintain bona fide residence in Philadelphia.   

SALARY 
 

• Salary range is $45,000 – $55,000, and is commensurate with experience and 
qualifications.  

• This is a temporary position with approved grant funding until September 30, 2013. 
 
QUALIFIED APPLICANTS: If you are interested in applying for this position, please send a 
cover letter and resume to Sarah de Wolf, Director of Performance Management at: 
Sarah.deWolf@phila.gov.  Please be sure to include “Performance Management Analyst” in the 
subject.  
 
 


