JOB DESCRIPTION

JOB TITLE







REPORTS TO

Data Analyst


 
   

      Director of Finance & Estates
1. JOB PURPOSE
The Data Analyst will need to be able to visualise data into information that is easily understandable and adds value. Being able to translate data into information by creating and maintaining management dashboards will be crucial as will transforming the efficiency and methods we currently use to pull data together. They would be expected to recommend uses or value of our existing data and liaise with stakeholders to understand their data analysis requirements. 
2.
PRINCIPAL ACCOUNTABILITIES
__________________________________________________________________

Produce management information dashboards/quality and performance report. Examples include:

· Review & produce the monthly ‘Heat Map’

· Liaise with the Management Accountant and PA to Execs to produce the monthly Exec Performance Pack

Provide ad-hoc analysis of organisational data for organisational reporting 

Support relevant departments in analysing data, understanding trends and maximising value from management information 

Support the development of integrated data across the charity (data source integration)  

Be responsible for completion of regulatory and funding returns based on information about people supported by the charity 

Work with the Director of Finance & Estates to pursue and track fee uplifts by liaising with and providing information to relevant commissioners

Work with Directors to develop MI requests and requirements  

Work with Directors and their Divisional Leadership Teams to make the best use of data. Support improved data use maturity in the charity to understand performance and drive action/outcomes.

To aid development and maintenance of administrative systems which comply with current legislation, and meet the needs of the service.

An aspiration should be to:

· Maintain a definitive “map” of data sources and their relationships

· Automate analysis/reporting to provide scheduled information to stakeholders

· Ensuring reduction of duplication

3.   PERFORMANCE MEASURES

· Quality of relationships with colleagues, measured by feedback and observation.

· Quality and timeliness of work – adherence to deadlines is key

· Line Manager - Satisfaction with quality of work produced, competence level, all measured by feedback, performance appraisals and ongoing performance management.

· Development of professional skills measured by enhanced competence and attainment of qualifications.
___________________________________________________________________
4. KEY COMPETENCIES

Behavioral
· Attention to detail

· Communication and Influencing

· Literacy and Numeracy
· Team working and lone working
· Flexible
· Speed and Accuracy

· Drive to deliver results

· Planning and organisation skills

· Reliability and professional manner

	ATTRIBUTES 
	ESSENTIAL 
	DESIRABLE 

	Experience 
	· Advanced Excel skills to manipulate data into information

· An excellent knowledge of SharePoint, Microsoft Word, PowerPoint, Teams and Outlook

· Experience in dashboard visualisation tools

· Maintain accurate information for reporting or other purposes
	· 1 year working in a data analyst role

· Forecasting data analysis

· Experience of undertaking research, analysing results and making recommendations

· Scripting / automation of data analysis / reporting

· ETL (extract, transform, load) of data between services (inc. data cleansing)



	Qualifications and Training 
	· GCSE Grade 5 or above English and maths or equivalent

· Evidence of ongoing professional development
	· Relevant sector qualifications to demonstrate understanding of business services, for example in education or care

	Abilities 
	· Abilities to effectively collate from multiple sources, analyse, evaluate, and present data to enable effective decision making
· Organisational and problem-solving skills which are applied to meet targets and deadlines
· Ability to “visualise” the potential of data and transform into valued information
· Attention to detail and accurate record keeping
· Able to think creatively to put forward ideas and suggest improvements
· Ability to work under pressure
· Communicate effectively (written and oral) and good interpersonal skills
· Able to establish and maintain good working relationships
	· Ability to upskill colleagues on the creation and use of management information dashboards

· An understanding of the value, savings and efficiencies offered by business intelligence

	Personal Attributes


	· Able to maintain confidentiality
· Professional approach to work and colleagues
· Able to plan own workload proactively and keep to agreed timescales

· Superb attention to detail and ability to maintain accurate records.
· Self-motivated and enthusiastic
· Commitment to equality and diversity
· Team contributor
· Flexible and adaptable, with a problem-solving approach
· Punctual and reliable
	· Confident and friendly telephone manner


Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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