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DATA ANALYST
JOB DESCRIPTION AND PERSON SPECIFICATION


JOB DESCRIPTION

Reports to: Director of Standards 
[bookmark: _GoBack]Location: Nottingham, Stoke on Trent, Wellingborough, or Milton Keynes
Salary: £25,000 - £30,000
Contract type: full time, permanent


Job purpose

To be responsible for collating, analysing, maintaining, reporting and disseminating data, and developing data and information systems across Creative Education Trust’s network of schools.  

Key responsibilities and accountabilities

· Identify, obtain, and collate relevant data for analysis from the Trust’s network of schools.  
· Develop information flow and set up protocols and formats for regular information collection and exchange for all school metrics.
· Evaluate and analyse relevant information, and present the aggregated results, and provide detailed description, forecasting and recommendations.
· Play a key role in the development and maintenance of information on current and any future identified systems which enable information to be recorded and analysed. 
· Prepare relevant information for presentation and dissemination to the Education team, Principals/Head teachers, the Trust’s Executive team, board members, Ofsted and the Department for Education.  
· Build up a knowledge base of regional and national statistical information.
· Create and develop methods for effectively analysing and presenting data.  
· Work within agreed protocols on data inputting and sharing, having full regard to data protection.
· Develop systematic data management across the Trust.  
· Identify trends, areas of strength, and areas for development in school data.
· Work closely with and develop the capability of Data Managers within schools.  
· Develop a deep understanding of school data, and spot and rectify data errors or omissions.  
· Lead on research driven projects where required.  






The job description is a general outline of the job duties and responsibilities and may be amended as Creative Education Trust develops and the role and team grows. The post holder may be required to undertake other duties as may reasonably be required from time to time.










PERSON SPECIFICATION

	
	Essential 
	Desirable

	Qualifications
	· Educated to degree level (or equivalent).
	· Postgraduate qualification in a data handling discipline or the equivalent level of knowledge gained from directly relevant work experience.

	Experience
	· Experience of analysing data that will identify trends and hypotheses to recommend actions.
· Experience in producing and presenting analytical reports.
· Experience of writing supportive and interpretive narrative from graphs/ tables and other relevant analysis.
	· Experience of working in a similar role.
· Experience of collating and interpreting information into the most appropriate format for a wide variety of audiences.  

	Knowledge and understanding
	· Knowledge of various quantitative research methods. 
· Knowledge and understanding of data protection.
	· Knowledge of assessment, evaluation and analysis methods and target setting.


	Skills and personal attributes
	· Proven ability to interpret and deliver complex information to a variety of audiences.
· Ability to inspire the confidence of school principals and colleagues.
· Highly IT literate (Microsoft Office, especially Excel and other appropriate data handling packages).
· Ability to prioritise, and work to strict deadlines.
· Proven ability to manipulate data to provide information in various formats and to recognise emerging trends and patterns within data to prompt action.
· Excellent interpersonal skills.
· Self-starter who is able to work well independently as well as part of a wider team.
· Aligned with Creative Education Trust’s high aspirations and high expectations of self and others. 
	

	Equal opportunities and safeguarding
	· A demonstrable commitment to supporting and promoting safeguarding, student welfare, equality and diversity
	




Creative Education Trust is committed to safeguarding and promoting the welfare of our children and young people and expects all staff and volunteers to share this commitment.  The successful applicant will be required to undertake relevant safeguarding checks in line with Government safer recruitment guidelines.  
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