Director’s Office - Grants Management Unit

Data Analytics Intern (Part-Time)

Position Overview

The Department of Human Services — Director’s Office, Grants Management Unit (GMU) is seeking a detail-oriented and
motivated Data Analytics Intern to support our team in building, maintaining, and optimizing data tracking spreadsheets. This
role is ideal for someone who enjoys working with structured data, has strong organizational skills, and is interested in
developing practical experience in data management and analysis. The primary focus of this internship will be the creation and
refinement of data tracking spreadsheets that support both State and Federal funded programs.

e Duration: 10 Week Summer Internship

e Dates:June 1, 2026 — August 14, 2026

e Hours: 16 hours per week, time flexible but must occur during normal business hours (8:00 AM - 5:00 PM)
e Location: 1000 North Division Street Carson City, NV 89703 (on-site)

Key Responsibilities

e Design, build, and maintain data tracking spreadsheets using tools such as Microsoft Excel

e Develop standardized templates for consistent data collection and reporting across subrecipients
e Ensure data accuracy, integrity, and organization within tracking systems

e Collaborate with team members to identify key metrics and reporting needs

e Automate repetitive data entry and reporting tasks where possible (e.g., formulas, pivot tables)

e |dentify inefficiencies in current tracking processes and propose improvements

e Document processes and maintain clear instructions for spreadsheet use

Qualifications

e  Currently working on completing their MPH is the biostats program or related field
e Proficiency in Microsoft Excel (formulas, pivot tables, charts)

e Strong attention to detail and organizational skills

e Basic understanding of data analysis concepts

e Ability to manage multiple tasks and meet deadlines

e  Strong written and verbal communication skills

e Works wellindependently with minimal to moderate supervision

Preferred Skills (not required)
e Preferred experience with Microsoft Power Bl

Learning Outcomes

e Gain hands-on experience in real-world data tracking and reporting systems
e Develop advanced spreadsheet and data organization skills

e |Learn how data supports operational and strategic decision-making

e Improve problem-solving and process optimization abilities
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