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Data Analyst 
Person Specification 
 
All criteria are assessed through your application form in the first instance, and during your interview, should you be short-listed.  
	Education 
	Criteria 

	Good general level of educational qualifications e.g. GCSEs, A levels 
	Essential 

	Qualification in IT or data management or considerable experience 
	Essential 

	 
	 

	Experience 
	 

	Experience of effectively using customer relationship management  databases, ie OASIS 
	Essential 

	Experience of using advanced Excel 
	Essential 

	Experience of working in a busy office environment 
	Essential 

	Experience of data and trend analysis 
	Essential 

	Experience of working to deadlines and managing reporting  requirements in a timely accurate manner 
	Essential 

	Experience of using both quantitative and qualitative research methods effectively 
	Essential 

	Experience of working in a women only environment 
	Desirable 

	An understanding of working with vulnerable women 
	Desirable 

	 
	 

	Ability 
	 

	The ability to communicate effectively with a wide range of people face to face 
	Essential 

	Ability to create and present data information and trend analysis in a clear and easy to understand format  
	Essential 

	Ability to remain calm and efficient under short-term pressure and to meet deadlines 
	Essential 

	Ability to work with Managers to meet the varying data management and reporting needs 
	Essential 

	Ability to work independently and on own initiative, prioritising and  effectively managing own workload to ensure data deadlines are met 
	Essential 

	The ability to take the initiative within the limits of your role 
	Essential 
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	Knowledge and Skills 
	 

	Good and accurate general office skills e.g filing, record keeping 
	Essential 

	Good knowledge of data analysis methods and which methods to apply depending on the data. 
	Essential 

	 
	 

	Other 
	 

	Commitment to work within the policies and procedures of  
WomenCentre and understand and apply its ethos and values. 
	Essential 

	Commitment to work in an anti-discriminatory and anti-oppressive way 
	Essential 

	Willingness to attend training and participate in personal development opportunities.  
	Essential 
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