
[image: image1.png]\ CITY OF

YORK

COUNCIL





	JOB DESCRIPTION  



	DIRECTORATE: Customer and Corporate Services
	DEPARTMENT:

Business Intelligence Hub

	JOB TITLE: Apprentice: Business Intelligence
	POST NUMBER: 

	1.
	MAIN PURPOSE OF JOB
To support the Business Intelligence Hub in the collection, validation and processing of sensitive information relevant to the education of children and young people in York.


	2.
	KEY TASKS:

	
	
	Collect and process data about children and young people in order to support a range of data collection requirements – e.g. the termly pupil census.

	
	
	Provide telephone support and written guidance to staff in schools to help them complete a range of data collections.

	
	
	Clean and update data held in key information systems in the Local Authority to ensure data quality and accuracy.

	
	
	Provide telephone support and written guidance to staff in schools to help them use a variety of data software packages.

	
	
	Assist colleagues in the intelligent use of data linked to the education of children and young people in York.

	
	
	Work closely with departments within the Local Authority to ensure that they have access to a range of key information.

	
	
	Proactively monitor data quality of pupil information on key databases.

	
	
	Support the Business Intelligence Hub in creating data products and evidence bases around wider work of the team – e.g. Children’s Social Care, Adults Social Care, HR, Housing.

	
	
	Support the team in creating efficient data and system use so that information flows around the organisation.

	
	
	Take part in ongoing training and qualifications that form part of the apprenticeship.

	
	
	Provide administrative support within the Business Intelligence Hub.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  Direct:      0               Indirect:    0



	4.
	CREATIVITY & INNOVATION

Expected to use creativity and innovation in the collection and analysis of information.

Creativity required in the presentation of information to different to a range of audiences.

Postholder will be expected to develop spreadsheets and databases from first principles requiring significant levels of innovation.


	5.
	CONTACTS & RELATIONSHIPS

· Business Intelligence Team

· Service users (e.g. education teams, children’s social care teams)

· Customer base (e.g. schools)

· Data collection teams in central government

· Software suppliers



	6.
	DECISIONS – discretion & consequences

Discretion –  

The post holder will be expected to work to high levels of confidentiality.

The post holder will work with colleagues in the Business Intelligence Hub to interpret complicated government guidance to inform decisions on data collection processes and data processing to ensure that the council and partners meet statutory data reporting requirements.  

The post holder will work with council colleagues, partners and external organisations to help make decisions on the best way to utilise data and information to meet changing requirements and new initiatives.

Consequences – 

The analytical and data quality support provided by the job holder enhances a range of information which is available across the council to support effective identification of vulnerable individuals or groups, as well as supporting the council to fulfil a range of statutory activities.

The support and guidance provided by the jobholder to colleagues, the council, partners and external organisations will improve use of data to inform planning.



	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value

None



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· Conflicting deadlines, including a number of statutory deadlines
· Need to prioritise regular requests for data and support

Physical demands

· Mainly office based
· Sitting and working at a computer screen for long periods
Work conditions
· Mainly office based
Work context

· Mainly office based



	9.


	KNOWLEDGE & SKILLS

Must have 5+ GCSEs at grades A*-C / 4+ (or equivalent) including Maths, English and ICT.

Excellent IT skills with the ability to learn how to use computer software.  Microsoft Excel would be desirable.  Proven interest in quickly learning to use database software packages and information systems.

Excellent communication skills with the ability to develop and maintain effective relationships with staff across the council and in partnership organisations (e.g. schools).

Excellent attention to detail and accuracy when working is essential.  The ability to learn how to analyse data.

Proven ability to work co-operatively as part of a team and flexible as to the duties undertaken.

Self-motivated with the ability to organise and prioritise work in order to meet tight deadlines.  Ability to work well under pressure.

An interest in self-development and a proven ability to learn new skills quickly.
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