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Job Description

Data Analyst

Post:


Data Analyst
Scale:


SO1
Hours:


36 hours per week (at least 3 days per week to be worked on site at 



Uxbridge; postholder may work up to 2 days per week remotely, subject to 


business need)
Responsible to:
Data and Reporting Manager
Location:

Uxbridge

Main Scope of the Post

Reporting directly to the Data and Reporting Manager, the Data Analyst will play a pivotal role in shaping how our college understands and utilizes its data.

As we manage student records data across different colleges and various campuses, our datasets are large and complex. We are looking for a proactive analyst who is highly proficient in SQL and database management, and comfortable navigating, querying, and extracting insights from extensive databases. You will transform this raw data into clear, actionable, and visually engaging dashboards using Power BI, empowering academic and operational leaders to make informed, strategic decisions.

DUTIES:


1. To provide reliable, timely information as required to senior management and other staff, including all report generation relating to:

· Student enrolments

· Attendance

· Retention

· Achievements

· Success 
· Destinations

· In year monitoring
· Student and course team performance against targets
2. Design, build, and maintain interactive, user-friendly dashboards and 
automated reports using Power BI
3. Manage, maintain, and enhance existing legacy reports utilizing Mircrosoft reporting platform SSRS 

4. Assist with the management of new MIS developmental projects, particularly to ensure the efficient integration into the business practices across the college group.

5. To produce and analyse comparative reports based on internal and external benchmarks.
6. To assist in the maintenance of strong data integrity controls.

7. To understand the meaning and purpose of data and check all reports for reasonableness.

8. To provide appropriate analysis of data results including reasons for variance against targets and relevant benchmarks.

9. To liaise effectively with relevant College managers, in particular the Academic Standards Manager, the Director of Funding and Information, Curriculum Directors and Heads of School to validate the quality and integrity of student data.
10. To maintain and update the College’s in-house data management applications as necessary.
11. To liaise with the IT Service and Systems Support departments to maximise the benefit and potential of the central student records system and in-house applications.
12. To support the Student Records and Examinations sections at busy times, including assisting with input of data and dealing with student enquiries.
13. To participate in enrolment duties.
14. To provide cover for other directorate staff as required.
15. At all times to ensure compliance with the College’s financial regulations.
16. Any other duties as requested by the Funding Manager/Deputy Funding Manager.

OTHER DUTIES:
1.
To comply with all relevant Health and Safety regulations and assist the College in the implementation of its own Health and Safety policy.

2.
To comply with and actively promote the College’s Equal Opportunities Policy.

3.
Participate in and contribute to the College’s in-service and training activities.

4.
To participate in enrolment duties.

5.
To carry out all other duties as may be reasonably required by the Funding and Information Manager.

Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is 
embedded in all working practices as required.
· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate
	Further Education is an every changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Data Analyst
Person Specification

	
	Essential
	Desirable
	How asssessed?*

	Qualifications
	
	
	

	· Qualified to Level 3 (minimum)
	(
	
	Cert/AF

	· Relevant IT qualification
	
	(
	Cert/AF

	
	
	
	

	Knowledge, Skills and Experience
	
	
	

	· Extensive experience of working with MS SQL Management Studio with strong SQL skills
	(
	
	AF/IV/T

	· Experience of data warehousing and a strong understanding of data warehouse design
	(
	
	AF/IV

	· Working knowledge of Microsoft SSRS
	
	(
	AF/IV

	· Working knowledge of at least 1 visualisation tool (PowerBI or Tableau) 
	(
	
	AF/IV/T

	· Web development experience
	
	(
	AF/IV

	· Experience of producing reports in a variety of formats to meet short deadlines
	(
	
	AF/IV

	· Ability and drive to embrace new reporting languages/techniques
	(
	
	AF/IV

	· Ability to take initiative and work without close supervision
	(
	
	AF/IV

	· Excellent attention to detail
	(
	
	AF/IV

	· Good communication skills, written and verbal
	(
	
	AF/IV

	· Good interpersonal skills
	(
	
	AF/IV

	· The ability to explain technical concepts to a non-technical audience
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Ability to prioritise workload effectively and meet deadlines
	(
	
	AF/IV

	· Good literacy and numeracy skills
	(
	
	AF/T

	· Good organisational and planning skills
	(
	
	AF/IV

	· Commitment to Equality and Diversity and Safeguarding
	(
	
	AF/IV

	· Ability and willingness to work on site for a minimum of 3 days per week (postholder can work remotely for up to 2 days per week subject to business need)
	(
	
	AF/IV

	· Ability and willingness to travel to other College sites as required
	(
	
	AF/IV

	· Previous experience of Further or Higher Education sector
	
	(
	AF/IV

	Competencies
Support staff should be able to demonstrate competency in all of the following areas:
Communication; Planning and Organising; Working Together 

Customer Service; Adaptability/Flexibility
	
	
	
AF/IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Test at interview stage)

Cert = Certificates checked on induction
