


	
	Job Description
	Job Reference

	
	
	<Insert the post number>

	Job Title
	Data Analyst

	Service
	Digital Data and Technology
	Team
	Data

	Location
	Shute End

	Reports to

	Customer Insight Analyst & Performance Manager

	Responsible for
	N/A

	Grade
	Type of position:
	Date

	8
	Fix Term Contract
	

	This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list and the line manager may vary duties from time to time which do not change the general character of the job or the level of responsibility entailed.


	Service Purpose

	The Digital, Data and Technology service is responsible for is responsible for the creation and delivery of the Councils
Digital and Technology Strategy and fulfilling the digital ambition of the Council, including the adoption of technology to
improve the customer experience.
The Digital, Data and Technology service is made up of the following Service areas:
· Operational IT and Project Delivery, responsible for the delivery of end user technology and application services
along with delivery of all technical projects.
· IT Infrastructure, responsible for security, maintenance and optimisation of the Councils server and network
estate that underpins the technologies the Council uses.
· Digital Innovation, responsible for Digital delivery including development of the Councils CRM and inhouse
developed applications. Responsible for identifying and implementation of digital tools specifically with regards
to Artificial Intelligence and Automation.
· Data Analysis, Engineering and Science of the Councils data assets

	Purpose of the role

	As a Data Analyst you will work as part of the Data Team, which has responsibility for providing organisation wide solutions to data in particular, but not exclusively, targeted at the organisation’s key strategic focuses:
•	Housing
•	Prevention
•	Community Safety
•	Adults Social Care
•	Children’s Service

This is a technical data analysis role; your day-to-day work will involve supporting the delivery of the Business Intelligence Programme with all aspects of the data product development lifecycle to develop reporting solutions primarily using Azure and Powerbi   for services across the organisation.
 
At its core, the purpose of this role is to enhance the Council’s data capability so that it can meet the increasing complex challenges in local government.  Meeting the needs of our residents, putting them at the heart of what we do, equipping officers and the leadership of the Council with the data they need to make evidence-based decisions. 

	Main Accountabilities

	Key Responsibilities

	1
	To deliver data projects within the Business Intelligence Programme, driving the Service’s shift towards automated, live reporting from Wokingham Borough Council's systems and datasets. 

	2
	Engage with, and support, services.  Demonstrating flexibility and creativity building solutions, using agile methodologies developing prototypes quickly with automated solutions.

	3
	Work collaboratively with internal and external stakeholders to ensure responsive and proactive delivery of the project’s objectives, contributing to the Council’s strategic priorities.  

	4
	Contribute to the creation of a positive culture that supports a strong, efficient, and effective performance culture with a focus on service excellence and customer satisfaction and encourages continuous improvement, in which staff from all sectors can contribute towards system and business process changes.

	5
	Providing specialist advice and input to the development and delivery of corporate projects and programmes, working with other specialist areas to ensure a collaborative approach. 

	6
	Support the development of other data team members and officers across the Council who engage in data activity.  Actively sharing technical knowledge and promoting the use of available tools and technologies, and contribute to building a culture of intelligence, innovation, and data-driven decision-making across the Council.

	Supervision Received
	The role will report to the Customer Insight Analyst and Performance Manager, the supervision will focus on strategic alignment, performance oversight, and professional development. This involves:
· Providing strategic direction and context for digital innovation and transformation initiatives
· Setting performance expectations and OKRs
· Conducting regular performance reviews and career development discussions
· Offering guidance on complex stakeholder management and strategic decision-making
· Supporting escalation of high-risk or cross-departmental challenges
· Ensuring alignment between CRM product strategy and broader council digital innovation and DDaT objectives
The supervision model will be collaborative and supportive, balancing autonomy in the day-to-day with strategic oversight and organisational integration.

	Supervision Given
	None

	Contacts & Working Relationships
	Data Analysts engage extensively with all internal departments (including but not limited to:
Digital, Data and Technology (DDaT), Customer Services, HR, Housing, Adult Social Care, 
Children’s Social Care, Legal and Finance), External engagement will include national and
regional council networks (SOCITM, LGA), and community stakeholder forums. 
Communication will focus on data system development, integration and regulatory compliance
and supports Wokingham Borough Council's data and insight objectives

	Management of resources or budget
	nil


	Special Factors
	nil

	Organisation Chart

	 (
Head of Digital, Data and Technology
Service Manager – Digital Innovation
Service Manager –
 
IT
 and Technology Project Delivery
Infrastructure Architect
Customer Insight Analyst and Performance Manager
Case Owner – IT Contracts, Procurement and Finance
3x 
Data Analyst
)




	Person Specification

	Focus on describing the qualifications, skills, knowledge and experience an individual will require to successfully undertake the role. These should be split between essential and desirable.  

	Qualifications 
	Essential
	Desirable

	
	Educated to a degree level in a related subject matter (e.g. Computer Science, Engineering, Mathematics, or Science) OR minimum 3-5 years of relevant professional experience.
	Professional Certifications in Data Analysis or Engineering.  For example, Microsoft Certified: Power BI Data Analyst Associate.

	
	Evidence of continuous personal and professional development.  
	

	Technical Skills. 
	Essential
	Desirable

	.
	Develop and maintain Power BI Business Intelligence Dashboards and Reporting
	Advanced skills in DAX and M

	
	To design and implement automated ETL processes using established infrastructure (Azure Data Factory and SQL or Fabric)
	Proficiency in coding data transformations: skilled in SQL and/or Python.

	
	Strong analytical skills: for data wrangling, issue investigation and analysing data to elicit information
	

	
	Design and development of dimensional data models: proficient in SQL and/or Power Query
	 

	
	Data Visualisation skills and data story telling.
	

	
	Statistical skills for descriptive analytics
	Applied statistics for Diagnostic Analytics

	
	Well-developed written and verbal communication skills with an ability to simplify complex and technical processes, information and ideas to communicate effectively to diverse audiences.
	Presentation skills, able to engage an audience.  

	
	Good IT skills including office software such as Microsoft Word, Outlook, PowerPoint and Excel.
	

	
	
	

	Knowledge 
	Essential
	Desirable

	
	Experience of using PowerBI, or similar software tool, for data insight, reporting or performance management.
	Experience with Data Warehouses and design best practices.

	
	Working with stakeholders to elicit business report requirements and giving expert advice to support and guide managers to ensure a fit for purpose solution to meet their needs.
	Knowledge of local government 

	
	Providing end user training to use dashboards, reports and/or datasets.
	Experience of data management including the documentation of data flows and data lineage

	
	Can demonstrate commitment to continuous learning and knowledge of data analytic trends
	Familiar with Kimball data modelling methodologies

	
	
	Other tools to facilitate the move to automation, for example Power Automate and Power Apps

	
	
	Knowledge of Agile methodologies, managing work through a Kanban board and delivering change through sprints.

	
	
	Experience of negotiating and influencing with external stakeholders to deliver outcomes.

	
	
	Experience contributing ideas and implementing continuous process improvement.

	Experience
	Essential
	Desirable

	Detail the level of experience required of the post holder. 
	Listed Above
	Listed Above

	
	
	

	Other
	Essential
	Desirable

	Detail any specific requirements not covered by the above.
	Continuous learning mindset
	

	
	
	

	

	Completed by:
	
	Date:
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