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AGE UK WEST SUSSEX, BRIGHTON & HOVE
Job Description

Title:                         Data and Information Officer

Responsible To:      Systems and Insight Manager
Hours of Work:        37 hours a week
Salary:                      £22,500
Location:                  Brighton or Littlehampton 
Purpose of Job:
To collect, process and analyse a range of data in support of the organisation’s strategic and operational responsibilities. To produce reports to enable performance to be effectively measured and monitored. To assist in the maintenance and running of our IT system and to provide 1st line IT support as required. To be the key link with our database and IT support providers.
Main Duties:


The specific accountabilities of this flexible role may alter from time to time in order to meet the needs of the business, but accountabilities will include (or be equivalent in nature to) those listed below:

1. To have a detailed working knowledge of database and IT systems.
2. Liaise with our IT support provider on problem solving and development of the IT systems used by the organisation.
3. Liaise with our database provider to resolve database issues, monitor updates and guide development.

4. Assist with 1st line IT support issues where appropriate. This will include troubleshooting issues for staff and volunteers.

5. To support all staff to input customer and project data correctly and in a timely fashion.
6. Share relevant knowledge, skills and experience with colleagues, partners and stakeholders.
7. Help to design and develop methodologies/systems to collect, maintain, manipulate and present data and information.

8. Run and analyse reports from our database system on a regular basis. These reports will include internal reports for business development and reports for our funders.

9. Analyse and interpret a diverse range of complex data and information and undertake quantitative and qualitative analysis using appropriate software - for example statistical software packages, spreadsheets and databases.

10. Produce reports and briefings for a wide range of audiences, using the most appropriate format.

11. Assist with carrying out key data protection tasks, such as large scale data destruction as required.

12. Ensure that changes to data collection and management systems are clearly communicated to staff and volunteers.
13. Communicate with, consult with and develop good working relationships with managers, partner organisations and colleagues as required, including taking briefs from others for specific data analysis.
14. Use initiative and discretion to interpret and resolve issues to achieve the required results with guidance and advice from managers on serious issues/problems.
15. Contribute to the policies and guidance for managing data across the organisation.
16. Responsible for the regular handling, care of, accuracy, confidentiality, security and maintenance of considerable amounts of manual and/or computerised information.
17. Provide training and user guides to staff & volunteers on subjects relating to our data and IT systems.
18. Undertake any other duties appropriate within the role as may be reasonably required.
Role Demands:
1. The job will be subject to frequent interruptions and competing priorities and will require the ability to organise and prioritise work to meet deadlines.
Person Specification:
	
	Essential


	Desirable

	Knowledge
	Theoretical and practical knowledge of data collection and data management. 
	Basic knowledge of IT networks.

	
	Knowledge of statistical analysis and detailing findings
	Knowledge/awareness of key Microsoft products such as Office 365, Sharepoint and Power BI.

	
	Knowledge of Microsoft Office products and Microsoft Windows.
	

	
	Understanding and commitment to confidentiality.
	

	
	Knowledge of IT systems.
	

	Experience
	Evidence of administering data management systems.
	Demonstrable evidence of developing data management systems.

	
	Experience organising and handling large amounts of data and producing high quality reports in order to inform business decision making.
	Demonstrable evidence of undertaking complex statistical analysis and detailing findings to a wide range of audiences

	
	Basic awareness of data protection legislation.

	Experience of using cloud based technologies.

	Skills
	Sound problem solving skills with the ability to diagnose issues and find suitable solutions. 

	Ability to present analysis and findings clearly, concisely and accurately to a range of audiences in ways that promote understanding. 


	
	Excellent analytical skills with the ability to research and analyse data from a variety of sources.
	

	
	Highly computer literate.

	

	
	Excellent verbal and written communication skills.
	

	
	Able to prioritise work load due to conflicting priorities.

	

	Competencies
	Empathy with the needs of older people.
	Able to interact with customers/public in a clear and professional manner.

	
	Supportive of equality and diversity.
	

	
	Able to work in a highly flexible manner.
	

	
	Able to work as part of a team.
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