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Job Description
Date:


December 2017
Job title:
Data Analyst
Responsible to:
Data Coordinator
Status of Post:
Full-time post, subject to funding confirmation early 2018
Salary:
Salary equivalent NICVA grade G, NJC points 29-31 £25,951 - £27,668 p.a. Candidates will normally be appointed at the first point on the scale.
Key working relationships: Head of Information Management, Data Coordinator, Systems Administrator, Research Officer, Information Officer,  
Summary of main responsibilities:

· To support and contribute to NICVA’s data management strategy and engage with a range of data owners to provide insight and analysis that supports the organisation’s goals.  
· To continually improve the data management processes throughout the data life cycle including defining requirements through to disposal.
· To develop the organisation’s data management platforms, tools, technologies and capabilities.
Specific duties
Platform and Architecture
1 Create data dashboards, graphs and visualisations for internal and external use via web pages.
2 Contribute to the development and maintenance of data warehousing activities.
3 Maintain historical data in line with organisational policies. 

4 Develop and maintain standards for representation, distribution and access requirements including internal and external distribution control.

Data Operations

1 Identify, extract, transform and load data assets from internal and external sources.

2 Develop and maintain repeatable integration processes between data sources.
3 Develop, implement and maintain data inventories, maps and controls for     data flows throughout the data lifecycle. 
4 Assist in survey design to ensure to maximise opportunity for data extraction and analysis. 

Data Quality 
1 Contribute to the development and maintenance of data quality management activities. 
2 Undertake data profiling of stored data to support the data quality strategy. 
3 Implement regular monitoring and auditing of data quality, assessing it on an ongoing basis against standards. 
4 Engage with data owners both internal and external to fully understand data content.
5 Identify and implement mechanisms, rules, processes and methods for data cleansing to validate and correct data. 
Supporting Processes
1 Maintain organisation process library. Plan, implement and deploy process improvements, gaps and issues.

2 Monitor processes performance and evaluate against agreed standards. 

Other Duties
1 To undertake such other reasonable duties as NICVA may from time to time require.
2 Contribute to data products and services development.
3 Contribute to the Data Governance Group.
4 To represent NICVA on outside bodies and working groups as appropriate.
5 To contribute to the promotion of NICVA.

Person Specification
Job title:
Data Analyst
Qualifications and experience
Essential
1 Two years’ working in a data analysis/visualisation/quality role to include experience of:

· statistical methodologies and data analysis techniques 
· producing clear data visualisations and insight contributing to business goals
· carrying out data quality control and validation.
2 Proficient in extracting, transforming and integrating data from a range of sources.
3 Experience of contributing to development and improvement of data management policies and practices.
4 Experience in using a broad range of data tools and technologies such as (but not restricted to) SQL server, MySQL, Excel, R, Python, XML, D3, Tableau, Hadoop, google charts etc.
Desirable

5 Degree level qualification (or equivalent) in a relevant discipline such as Business Information Systems, Computer Science, Economics, Information Management, Mathematics, Statistics. 

6 Experience of consuming and manipulating data through APIs.

7 Experience with business analytics platforms e.g. Tableau, PowerBI, MS SQL Server Reporting Studio.

8 Experience of programming for data using R, Python etc.
Skills and competencies:

Essential
1 Excellent numerical and analytical skills. 
2 Good organisational skills to include the ability to manage workload to achieve agreed targets.

3 Excellent oral and written communication skills and the ability to adjust the style and content of communication according to need, for example, NICVA websites and publications.
4 Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
Interests and knowledge
Essential

1 An interest and understanding of the voluntary and community sector in Northern Ireland.
2 Knowledge of a variety data analysis tools. 
3 Knowledge of data cleansing and data enrichment techniques.
4 An understanding of data protection issues.
Other requirements
Essential
1 Ability to work within the mission, vision and values of NICVA.
2 Ability to occasionally work flexible hours and to travel throughout Northern Ireland as may be required at times by the post. 

3 Committed to NICVA’s Equal Opportunities Policy.

Assessment Method – Data Analyst – December 2017

	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications
1 Two years’ working in a data analysis/visualisation/quality role to include experience of:

· statistical methodologies and data analysis techniques 

· producing clear data visualisations and insight contributing to business goals
· carrying out data quality control and validation.
2 Proficient in extracting, transforming and integrating data from a range of sources.

3 Experience of contributing to development and improvement of data management policies and practices.
4 Experience in using a broad range of data tools and technologies such as (but not restricted to) SQL server, MySQL, Excel, R, Python, XML, D3, Tableau, Hadoop, google charts etc.
Desirable

5 Degree level qualification (or equivalent) in a relevant discipline such as Business Information Systems, Computer Science, Economics, Information Management, Mathematics, Statistics. 

6 Experience of consuming and manipulating data through APIs.

7 Experience with business analytics platforms e.g. Tableau, PowerBI, MS SQL Server Reporting Studio.

8 Experience of programming for data using R, Python etc.

	Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable

Desirable


	Shortlisting, pre-interview task and interview
Shortlisting, pre-interview task and interview
Shortlisting and interview
Shortlisting 
Shortlisting 

Shortlisting and interview

Shortlisting and interview

Shortlisting and interview


	Skills and competencies
1 Excellent numerical and analytical skills. 
2 Good organisational skills to include the ability to manage workload to achieve agreed targets.

3 Excellent oral and written communication skills and the ability to adjust the style and content to need, for example, NICVA websites and publications.
4 Ability to build good working relationships with individuals and organisations and to work effectively as a team member.

	Essential

Essential 

Essential

Essential


	Pre-interview task and interview

Interview

Application form content, pre-interview task and Interview
Interview


	Interest and knowledge

1 An interest and understanding of the voluntary and community sector in Northern Ireland.
2 Knowledge of a variety of data analysis tools. 
3 Knowledge of data cleansing and data enrichment techniques.

4 An understanding of data protection issues.

	Essential 

Essential
Essential

Essential
	Shortlisting
Shortlisting and interview

Shortlisting and interview
Shortlisting and interview

	Other requirements
1 Ability to work within the mission, vision and values of NICVA.
2 Ability to occasionally work flexible hours and to travel throughout Northern Ireland as may be required at times by the post. 

3 Committed to NICVA’s Equal Opportunities Policy.


	Essential

Essential

Essential
	Interview

Shortlisting

Shortlisting
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