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Job Profile






	Post title:
	Business Intelligence Analyst 

	Department:
	Transformation – Policy and Performance

	Job families: 
	

	Grade:
	E

	Responsible to:
	Team Leader Business Intelligence

	Employees managed:
	

	Date of issue:
	



	Overall Job Purpose

	

	To support the Policy and Performance function through the provision of performance analysis and benchmarking, spatial intelligence, data visualisation, research, and development of customer excellence through understanding customer perception of service provision.
To support cross-council on a range of data workstreams by undertaking a range of data analyses (quantitative, qualitative, geographical mapping), maintaining project information and providing reports.
To promote the improved use of data and information across the Council and provide guidance to staff across departments in the use and presentation of data (including GIS).  



	Working Conditions

	

	· Office based and mainly in a sedentary position, limited requirement for standing and walking, and/or carrying of equipment and resources. 
· The postholder will work in a confidential environment dealing with highly sensitive and emotionally challenging information. 
· The postholder is eligible to utilise the Flexi Time Policy. 



	Structure

	



	Job Description

	

	Operational management
	· Provide the regular performance reports and data visualisation information for the Team Leader Business Intelligence in advance of CLT, Principal Select Committee and Cabinet as required, including requesting, collating and analysing data and information.
· Monitor and analyse the performance of the whole Council to meet with service standards, targets and service plans, project and programme outcomes, liaising directly with service managers to ensure updates are made to facilitate analysis and reporting.
· Assist in the preparation of service plans in relation to service performance/trend analysis and customer service, providing guidance regarding targets and comparative performance levels.
· Provide guidance, advice and support to performance management leads in Directorates to ensure quality performance information is available and used to improve corporate and service performance and determine value for money.
· Provide support in the areas of spatial data analysis and the use of FME (including automated scripts and land charges updates) to contribute to advanced analyses and identify and resolve spatial anomalies of digitised data where required
· Provide and disseminate information across the Council on performance management within the Council and to partners.
· Maintain the Citizens Panel information.

	Systems and information 
	· To support the production of high standard graphical, statistical and cartographic material.
· Support work on the use of demographic data, other socio-economic data and GIS / Spatial data.
· To undertake GIS mapping of various data sources in support of corporate projects.
· Support the management of corporate datasets on behalf of the organisation to ensure they are used effectively.  Maintain and manage a dynamic corporate knowledge base for the organisation that can be easily accessed and used by the Council to shape decisions at strategic operational levels about the way services are provided.  This will involve:
· Bringing together data and information for the organisation to produce value adding insight that will help targeting of resources.
· Proactively develop effective working relationships with partners and other areas of the organisation to facilitate data sharing. Work with services to promote effective information and data sharing across the organisation.
· Support services to use data and evidence effectively to plan services and make decisions.
· Evaluating the significance, reliability and validity of new and emerging data
· Ensuring that gaps in data are identified, and the need for data is assessed and prioritised accordingly before additional research is undertaken.
· Using APIs to maintain the data and present in Power BI dashboards

· Provide day to day management of the Council’s performance and improvement management system (Pentana), guidance and support to users in system maintenance, allocation of users, support requests and co-ordination of training, being the dedicated Pentana system administrator
· Lead on the collation and analysis of place and visitor data, including benchmarking, demographic and other socio-economic data.
· Support the service review programme and a range of data workstreams by undertaking data analyses, maintaining project information and providing reports.
· Support the development of the improved use of performance data and promote data quality
· Administer customer satisfaction processes and analyse customer insight data as directed by the Team Leader Business Intelligence in order to understand customer perception of Council services, including surveys, mystery shopping and other customer insight methodologies.
· Collate and analyse data using Power BI and other appropriate data tools. Prepare presentations and reports for the team.
· Build an understanding of the ongoing development and maintenance of the LLPG, including its integration with other related data sets, and liaison with and maintenance of data linkages with the National Land and Property Gazetteer, deputising for the Address and Gazetteer Officer as required.
· Working with the Business Intelligence Officer, supporting the provision of specialist data management and data capture service including geographical/ mapping data and the provision of maps.



	Person Specification 

	

	Essential upon appointment
	Desirable on appointment

	Knowledge / Qualifications 
· Undergraduate Degree standard qualification or equivalent in a relevant subject, or equivalent experience.
· Intermediate level ICT skills including Microsoft Word, Excel.
· Power BI qualification or willing to obtain within 12 months.
· Understanding of service planning and performance management methodology and frameworks.
· Understanding of consultation techniques and the use of perception management systems.
· Excellent knowledge of data analysis tools such as Power BI and Excel.
· Understanding of data management
	

	Experience
· Experience of IT, particularly the use of Excel, data analysis tools and Spatial Data software packages.
· Experience in the use or administration of performance management systems
	
· Experience of administering customer satisfaction processes and surveying.
· Experience in the analysis of spatial data and use of relevant programs.

	Skills
· A high standard of numeracy, with ability to organise and analyse numerical and non-numerical information.
· Ability to plan, organise and prioritise and work under pressure, taking on responsibility for identified areas of work through to completion on time and engaging the support of others as appropriate.
· Ability to arrange events such as meetings, citizens summits, public consultation.
· Ability to communicate verbally, in person and in writing with a wide range of people, including preparing and giving clear and simple presentations on complex topics.
· Ability to use advanced reporting and data analysis software and programmes, such as Power BI, GIS apps and FME.
	
· Understanding of digital mapping including usage of Ordnance Survey maps.

	Other Requirements
· The postholder is eligible for casual car user allowance.
· The post involves driving and so the postholder will be required to undertake relevant DVLA licence checks.
· The employee may be required to work out of normal working hours / attend evening meetings as part of their role.
	




	Competencies 

	

	Please refer to the Employee Competency Framework for more information about the behaviour descriptors for each competency. 



	Equality Act 2010 

	

	The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made. 
If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the shortlisting stage.




Team Leader Business Intelligence


Business Intelligence Analyst


image1.png




image2.png
IIIIIIIIIIIIIII




