

	Role Structure
	Business Intelligence Analyst

	Directorate:
	Children & Young People

	Post No.
	26085

	Grade:
	HC08

	Location:
	Flexible – Plough Lane based.

	Responsible to:
	Business Intelligence Manager


Job Description
Job Role: Business Intelligence Analyst
Service: CYP Education & Commissioning
	
To lead and support in the analysis and reporting of data relevant to the directorate, including the completion of statutory educational returns.

	Key Duties and Responsibilities

	Frequency of Task

	· To extract, collect, collate, prepare and present numerical and other statistical data to enable effective performance management, quality assurance and benchmarking.
	· Daily

	· To validate data, investigate and report anomalies, and ensure a rigorous audit trail of measured data.
	· Daily

	· Use appropriate tools to query data, generate reports, analyse and interpret data.
	· Daily

	· Provide an excellent data and intelligence support service to schools, early years settings and other stakeholders  
	·  Daily

	· To take a lead in the preparation, planning, collection, collation and submission of statutory returns to Government and other agencies.
	· Monthly

	· Provide training and information for staff and partners, as required, in relation to quality, performance management and improvement.
	· As required

	· To take an active role in preparations for, and delivery of, external inspection regimes.
	· As required

	· To work with the Business Intelligence Manager to develop existing and new revenue streams managed via Service Level Agreements
	· Annually
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· Expertise in MS Excel and an understanding of Power BI functionality
	Essential
	A, I

	· Degree or equivalent
	Essential
	A, I

	Experience & Knowledge

	· Understanding of performance reporting and reporting cycles.
	Essential
	A, I

	· Understanding of the education structure in England 
	Essential
	A, I

	· Understanding of key performance measures within the state-funded education sector. 
	Essential
	A, I

	Skills and Abilities

	· Excellent analytical, problem solving and presentation skills using a variety of applications.
	Essential
	A, I

	· Excellent communication, interpersonal and negotiation skills.
	Essential
	A, I

	· Ability to work to a high degree of accuracy and maintain high standards of data quality.
	Essential
	A, I

	· Self-motivated and ability to work with minimal supervision, managing a complex and varied workload.
	Essential
	A, I

	· Ability to plan and prioritise workload to achieve objectives within timeframe.
	Essential
	A, I







All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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   To extract, collect, collate, prepare and present numerical and other  statistical data to enable effective performance management, quality  assurance and benchmarking.     Daily  

   To validate data, investigate and report anomalies ,   and ensure a  rigorous audit trail of measured data.     Daily  

   Use appropriate tools to query data, generate reports, analyse and  interpret data.     Daily  

   Provide an excellent   data and intelligence support   service to schools,  early years settings and other stakeholders         Daily  
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   Provide training and information for staff and partners, as required, in  relation to quality, performance management and improvement.     As required  

   To take an active role in preparations for, and delivery of, external  inspection regimes.     As required  
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