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Job Description

	Job title:
	Data Analyst

	Department/School:
	Human Resources

	Grade:
	Grade 7

	Hours:
	1.0 FTE

	Location:
	Primarily Claverton Down campus, with flexible working options



	Job purpose

	
The University of Bath has a powerful story to tell about its research culture. This story is one that we want to enrich and deepen through the creation and use of management information originating in our disparate people systems.

Working across the Human Resources, Research and Innovation Services, and Digital Data and Technology departments, and with a direct line to the Pro Vice Chancellor [Research] and the Research Excellence Framework [REF] Strategy Group, you will bring together and visualise data in such a way as to drive insights and action, as well as provide assurance that the presentation of the University’s position in the REF 2029 exercise is powerfully underpinned by high quality metrics, measured over time.

Based in the Workforce Development team of the HR department, the role will also be required to work flexibly as part of the team’s consultancy approach, contributing as a subject matter expert to a number of other defined projects as commissioned by clients across the University and as capacity allows.




	Source and nature of management provided 

	
This position will report to the Deputy Director for Workforce Development in the HR Department




	Staff management responsibility

	
None




	Special conditions 

	
The role involves occasional UK travel, with some overnight stays, to attend conferences, networks, and programmes outside Bath. 




	Main duties and responsibilities 

	

	1
	Work iteratively with a broad cross section of academic and professional stakeholders from multiple departments at all levels up to and including University Executive Board-level to understand, inform and shape the research culture story through data. 

	2
	Apply tools from the Microsoft 365 suite and techniques for data analysis and data visualisation [including the use of business information tools].

	3
	Identify, collect and migrate data to and from a range of people and other systems including, but not limited to, iTrent, Stonefish, PURE and Business Objects

	4
	Manage, clean, abstract and aggregate data alongside a range of analytical studies on that data.

	5
	Manipulate and link different data sets.

	6
	Summarise and present data and conclusions in the most appropriate format for committees, project managers and senior decision makers.

	7
	Support the development of your HR colleagues in their use and understanding of data analysis approaches, methods and tools by working alongside them as an SME on a variety of small people data-based projects.

	8
	Act in the role of subject matter expert to advise on practical approaches to improving data quality, and coordinating effort across departments, where necessary.

	9
	In the context of people data generally, and the HESA submission specifically, ensure a coherent understanding and application of data labels/terms as they are attached to individual records.

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree-level or equivalent experience in a relevant discipline.
	X
	

	Experience/Knowledge
	
	

	Deep practical knowledge of the Microsoft 365 suite of products, especially Excel, Power Query, Power BI and Power Pivot to produce dashboards, reports and actionable insights.
	X
	

	Experience of working responsibly with people data, including sound knowledge of the practical implications of the relevant legislation.
	X
	

	Experience of working in project environments, establishing clear terms of reference with stakeholders and delivering accordingly.
	X
	

	Experience of working with iTrent, Stonefish, PURE and Business Objects	Comment by Leonie Burton: And business objects?
	
	X

	Demonstrable understanding of the systems, cultures, and challenges in a Higher Education environment
	
	X

	Skills
	
	

	Analysis and synthesis [data analyst]
· understand how to apply basic techniques for the analysis of research data and synthesis of findings
· effectively involve coworkers in analysis and synthesis
· present clear findings that colleagues can understand and use
	X
	

	Communication
· communicate effectively with technical and non-technical stakeholders
· support and host discussions within a multidisciplinary team, with potentially difficult dynamics
· be an advocate for the team externally, and manage differing perspectives
	X
	

	Data management
· understand data governance and how it works in relation to other University governance structures
	X
	

	Data modelling, cleansing and enrichment
· produce data models and understand where to use different types of data models
· understand different tools and can compare different data models
· reverse-engineer a data model from a live system
· understand industry-recognised data modelling patterns and standards


	X
	

	Data quality assurance, validation and linkage
· identify appropriate ways to collect, collate and prepare data
· decide if data is accurate and fit for purpose
· prepare and cleanse data
	X
	

	Data visualisation
· use the most appropriate medium to visualise data to tell compelling stories that are relevant to University goals and can be acted upon
· present, communicate and disseminate data appropriately and with influence
	X
	

	IT and mathematics
· apply your knowledge and experience of IT and mathematical skills, including tools and techniques
· adopt those most appropriate for the environment
	X
	

	Project management
· apply your knowledge and experience of project management methodologies, including tools and techniques
· adopt those most appropriate for the environment
	X
	

	Statistical methods and data analysis
· understand how and when to practically apply existing best practice solutions
	X
	

	Attributes
	
	

	Logical and creative thinking
· respond to problems in databases, data processes, data products and services as they occur
· initiate actions, monitor services and identify trends to resolve problems
· determine the appropriate remedy and assist with its implementation, and with preventative measures
	X
	

	Excellent consultancy skills, including the ability to form and maintain appropriate networks of collaborators and stakeholders
	X
	

	Negotiation and influencing skills
	X
	

	Ability to build rapport and trust
	X
	

	Proven ability to be self-motivated and autonomous but also to work as part of a team
	X
	

	A demonstratable commitment to reflective approaches in their professional development
	
	X
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