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Data Analyst – Maternity Cover 
Job Description 
 
Hours: 	18.5 hours per week  
Salary:  	£30,151-£32,020 (actual £15,075-£16,010) 
Contract: 	Maternity Cover 
Location:  	Halifax, and Huddersfield WomenCentre 
 
Overall purpose of the post 
 
· To produce data that reflects the work of the organisation as a whole, to show the impact of our work and help influence our wider communications, and our fundraising and marketing strategy 
· To ensure the highest quality of data capture across all projects and contracted services  
· To work with the Senior Management Team and Team Managers to manage all organisational data for the purpose of providing key statistical and outcomes data reports, for the purpose of contract monitoring and wider internal and external use. e.g. fundraising, sharing the impact of our work 
· To ensure all new staff are aware of the core reporting requirements for WomenCentre from the Oasis database as part of their induction process 
· To compile organisational data reports and complete analysis of trends for discussion with Senior Management Team and the WomenCentre Board. This will include mapping organisational data onto WomenCentre’s impact framework to see how impact targets are being met and identify service delivery gaps and areas for impact improvement. 
 
Duties and Responsibilities 
· To liaise with the CRM provider on behalf of WomenCentre to ensure that the Oasis database is able to provide WomenCentre with the information needed to meet contractual and funder requirements 
· To identify technical systems or user problems and find solutions 
· To compile quarterly monitoring reports for all services as required 
· To ensure the data reflects women’s access to services, provides outcome and key demographic and background information  
· To advise Managers of any issues with data collection systems. 
· To support the Senior Management Team to review datasets, highlight trends or gaps, identify potential amendments, implement agreed changes and support Managers in finding solutions. 
· To establish routines and tests to ensure data integrity and quality and carry out audits of the data collection system(s) to support this. 
· To design and create data reports using the Oasis data management system to support Managers in the production of reports for commissioners/ funders.  
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· To provide data information to the Senior Management Team and to the Board of Trustees about WomenCentre’s work for annual reports, reviews of wider organisational impact, infographics, bids for funding.  
· To write and keep up to date guidance notes for staff on using the data systems. 
· To train and support users of the Oasis management system by providing induction training and be the point of contact for any queries. 
· To ensure that confidential records are kept in line with WomenCentre’s policies and procedures and the Data Protection Act. 
· To undertake a range of duties for the CEO to support Governance and Quality Assurance work.  
· To always maintain confidentiality and attend relevant organisational meetings  
 
Supervision Received - Supervision will be provided by a member of the Senior.  Management Team and supported by the managers of the services for whom tasks are being undertaken.   
 
Supervision given – none directly to staff but there is an expectation that you will work with and have regular meetings with admin staff to ensure that data is collected in line with projects requirements.  
 
Responsibility for Assets, premises, equipment, petty cash. 
The post holder will have access to confidential and sensitive information. 
 
Internal Contacts 
Staff, volunteers, Trustees, senior management team, service users, children. 
 
External Contacts 
Representatives from voluntary and statutory organisations, commissioners and funders, members of the public, and children. 
 
Responsibility for Assets 
The post holder will have access to confidential and sensitive information. 
 
This post is open to women only – Equality Act 2010, Schedule 9, Part 1 applies.  
 
This job description is subject to amendment at any time dependent on the needs of the WomenCentre. 
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