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	Details:

	Job Title
	Business Intelligence Analyst

	Department
	MIS and Examinations

	Reporting to
	Director of MIS & Examinations

	Salary (point or range)
	£32,500 per annum

	Location/Hours
	37 hours per week 

	Disclosure Barring Check Level 
	Enhanced Disclosure Barring Checks – children 

	Pension Scheme
	Local Government Pension Scheme


	Macclesfield College Values 
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INTEGRITY
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	Introduction and Job Purpose 

	This role will play a vital part in achieving the Colleges Mission as this post will support essential functions MIS & Reporting Team which play a key role in accurate management of College data. 
1. Support the production of accurate, timely and accessible data reports / dashboards. 

2. Support the development, implementation and maintenance of in house systems.
3. To work with the Director of MIS and Examinations to ensure delivery of reporting and data supports the strategic direction of the College.




	Key Accountabilities

	1. Support, at all time, the aims and objectives of Macclesfield College.


	2. To mentor and support the Apprentice MIS Assistant Developer.



	3. To be the technical lead for the team providing support and guidance in development of reporting solutions to meet the needs of the College.



	4. To be proficient with the Pro Suite of Software. To have a high level of understanding of the Student record system data structure, to enable identification of possible data errors. Discuss issues with the software provider where necessary. 



	5. Provide first line support for any user of online systems, ensuring all problems are resolved in a timely fashion to the user’s satisfaction.

	6. To advise and monitor the timely completion of data returns to all external bodies in the prescribed formats required (EFA, SFA, OFS etc…) to ensure all deadlines are met in accordance with specific requirements.


	7. To develop reports using Microsoft SQL, SQL Server Reporting Services and Microsoft Excel as well as the reporting facilities within the “Pro” Suite, on both a regular basis to meet organizational needs, and on an ad hoc basis as requested by ELT.


	8. Support the IT team with the performance, planning, maintenance and implementation of software upgrades for MIS-related systems.


	9. Maintain up to date funding data via the Data Service Software and monitor accuracy of funding data and maximization of funding using the DSAT Software.


	10. To liaise with MIS Director to ensure course set up is in line with appropriate funding rules and to identify learners record errors.


	11. Be familiar with the EFA/SFA/HEFCE funding methodology to enable identification of possible funding errors or methods of maximising funding. 


	12. Provide AUDIT data analysis during ILR audits for all provision within the college.


	13. Ensure that core reporting information is available at commencement of enrolment for an academic year.


	14. To carry out any other duties and responsibilities within his/her capabilities as reasonably directed by the line manager.


	15. To undertake all aspects of the post in accordance with the College’s Equality and, Health and Safety and Safeguarding policies and schemes



	16. To comply with the College’s Data Protection policy in relation to the collection, use, storage and disposal of personal and/or sensitive information



	17. To undertake any other duties as may reasonably be expected, commensurate with grade, both within and, where required, external to the College




	Special Features

	 Some occasional evening and weekend work may be required
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	Details:

	Job Title
	Business Intelligence Analyst

	Department
	MIS and Examinations


	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	Level 4 Qualification in the specific area or relevant experience.
	E
	AF /QA

	Level 2 in Literacy, Numeracy and IT or be willing to work towards.
	D
	AF/QA


	Skills & Abilities
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Willing to demonstrate commitment to the demands of the post through regular and punctual attendance.
	E
	AF/I

	Ability to co-ordinate and motivate staff.
	E
	AF/I

	Excellent communication and interpersonal skills with all levels of customer.
	E
	AF/I

	Effective use of IT and business resources to support the daily operation of the MIS and Exams Department.
	E
	AF/I

	Ability to prioritise a busy workload to ensure targets and deadlines are met.
	E
	AF/I

	Ability to balance quality assurance with customer focus.
	E
	AF/I

	To be able to show a positive “can do” attitude to work in general and problem solving in particular.
	E
	AF/I/T

	Willing to work flexibly at peak business times.
	E
	AF/I

	Desire to develop and continuously improve systems and practices.
	E
	AF/I


	Experience and Knowledge
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Knowledge and Understanding of Microsoft Office, SQL, SQL Server Reporting Services, SharePoint.
	E
	AF/I/T

	Experience of Managing a Team
	E
	AF/I

	Knowledge and Understanding of the funding methodology for all external funding agencies. 
	E
	AF/I

	Knowledge of data returns systems and requirements
	E
	AF/I

	Flexible approach to workload in a busy environment.
	E
	AF/I

	Team worker with a positive attitude to sharing skills and information.
	E
	AF/I

	To be able to communicate effectively with the Senior Management Team and external senior managers.
	E
	AF/I

	Knowledge of Pro-solution in an MIS/Reporting setting
	D
	AF/I

	Knowledge of audit procedures and processes
	D
	AF/I


AF = Application Form

QA = Qualification Audit  
I = Interview   
T = Task

                      Line Manager
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	College Mission - ‘Empowerment through learning’


	



