
Data and Policy Manager 
 
Job Description: 
 
The Data and Policy Manager plays a lead role in developing performance measurement 
systems, researching and monitoring legislation and supporting the Department of Commerce 
with research and data analysis. In addition to these tasks, the Data and Policy Manager is a key 
GIS resource for the Department. The Manager reports to the Chief of Staff, while also 
providing support to all of the Deputies within Commerce.   
 
Core Responsibilities: 

 Develop and maintain departmental case management databases; 

 Establish methodology and metrics for measuring the impact of departmental 
programs;  

 Serve as point person for Commerce to the City’s Department of Performance 
Management; coordinate with data liaisons from each departmental unit to 
ensure that data tracking is optimized and that data entry is occurring as 
needed.  

 Perform research and provide data to produce marketing materials, annual 
reports, and other documents for publication. 

 Serve as a point person for the Mayor’s Office of Legislative Affairs for 
legislation pertaining to commerce, researching the impact of proposed 
legislation and providing feedback and suggestions as needed; 

 Support business attraction and retention efforts through business lead 
research, coordinating responses to requests for information and producing 
presentations; 

 Track and summarize data related to the health of Philadelphia’s economy (i.e. 
unemployment, job creation, etc.); 

 Maintain the department’s spatial (GIS) data and serve as a GIS resource for the 
department; 

 Produce analytic tools to influence decision-making, such as creating maps to 
analyze the impact of Commerce investments by neighborhood.  

 Provide project-based support as needed through general research, writing 
assignments, or other activities; and 

 Other duties as assigned. 
 
Qualifications:   

 Excellent written and verbal communication skills;  

 Ability to establish and foster relationships with cross sector partners and to work as a 
part of a collaborative team.  

 Excellent self-direction and the ability to take ownership and drive responsibilities 
through to completion.  

 Microsoft Office proficiency;  

 Adobe Suite proficiency;  

 ArcGIS proficiency;  

 Knowledge of relational database principals;  

 Technical expertise in statistical and economic analysis;  



 1-2 years experience in a related field; 

 Graduate degree preferred. 
 
Other Requirements: 

 Must be a US Citizen or have legal permanent resident status; 

 Must establish residency in the city of Philadelphia within six months of appointment. 
 
To Apply: 
Send a cover letter, resume and 2-page writing sample to Sopheap Heng at 
Sopheap.heng@phila.gov by April 22, 2016. Please use the following subject line on your email:  
Data & Policy- [your last name]. No phone calls please. Optional Additional Submission: up to 5 
design portfolio pages or work sample illustrating graphic/mapping capabilities. 
 
The City of Philadelphia is an equal opportunity employer and does not discriminate on the basis 
of race, ethnicity, color, sex, sexual orientation, gender identity, religion, national origin, 
ancestry, age, disability, marital status, source of income, familial status, genetic information or 
domestic or sexual violence victim status. 
 
 
 


