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	DESIGNATION: Management Information Analyst 



	DEPARTMENT:

College Information Systems 

	CONDITIONS OF SERVICE : 

Business Support


	HOURS : 36 HPW
	GRADE : Scale PO3
	EFFECTIVE DATE : 1ST October 2010



	REPORTS TO: College Secretary



	SUPERVISES (indicate if posts are dispersed)

NIL




Job Purpose

· To manage the College’s learner, funding and curriculum data in order to ensure its accuracy, consistency and completeness
· To manipulate the data to produce effective management information reports for College academic and other managers, both regularly and ad hoc as required.
· To generate accurate, timely and complete returns to funding authorities, auditors and other bodies as required
· To contribute to the continuous improvement of the College’s systems for maintaining, managing and exploiting its core data and information management reporting services
· To support College users in maximising their ability to use the College’s information in a way which contributes to their own effectiveness.

Key accountabilities

1. To ensure the completeness, accuracy and timeliness of College learner and other funding data for reporting purposes, ensuring that all Individualised Learner Record (ILR) requirements are met and a high level of accuracy is maintained
2. To set up, review and maintain course, qualification and funding data (including the Course Master File), ensuring that CIS systems are sufficiently accurate and up-to-date to generate the maximum funding, and to co-operate with other College departments to ensure that this is the case.
3. To maintain an in-depth and up to date knowledge of the funding methodology and to provide regular advice to colleagues to ensure that funding is maximised.
4. To liaise with existing software providers with regards to the structure and functionality of the student record system
5. To ensure CIS maintains and archives all relevant documentation to use as auditable evidence to support claims for funding and other purposes 
6. To ensure compliance with the requirements of LSC/ internal auditors and inspectors and demonstrate the prompt resolution of any issues  
7. To verify that all on line registers are accurate and up to date.
8. To interrogate data and clear errors in relation to the ILR in liaison with the administrative and academic staff.
9. To provide required reports to both academic and administration staff across the college as directed by the College Secretary.
10. To review and implement the quality assurance systems required to monitor and verify data quality, including contributing to formal data and regularity audits.
11. To support the College’s tutors and academic management in the generation of effective learner monitoring reports.
12. To support the College’s tutors and academic management in the generation of effective curriculum performance monitoring reports.
13. To provide senior managers and governors with a range of performance indicators which will ensure they understand the financial and other implications of management decisions in relation to Learners and the Curriculum.
14. To maintain a current understanding of funding authority methodologies and the returns and processes required by those authorities.
15. To keep up to date with emerging methodologies and policies and to give appropriate guidance to College academic and business support staff.
16. To ensure that system and user documentation relating to funding and management information is complete, accessible and up-to-date.
17. To undertake careful and accurate data analysis advising the College Secretary of any issues and trends which may have an impact on the College operations
18. To ensure prompt action to helpdesk enquiries and service requests.
19. To provide training, advice and support for data requirements and funding considerations when requested to by members of the College staff to enable them to carry out their jobs effectively
20. To have an understanding of Health and Safety in the department and discharge responsibilities that enables the College to meet its legal responsibilities, including Data Protection.
21. To carry out duties pertinent to the scope of the post as directed by the College Secretary.

The above are the key accountabilities as currently defined; they are not listed in priority order and should not be taken to be so.  These accountabilities may be subject to periodic review, and the postholder will be expected to take on such variations as are consistent with the level of responsibility and purpose of the post.
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DATE





DATE

PERSON SPECIFICATION
JOB TITLE:
Management Information Analyst


GRADE:
Scale PO3
SECTION:
College Information Systems

 

JOB-TIME:
Full-time
HOURS:
36 Hours per week

C R I T E R I A

Skills/Abilities/Knowledge
1. Ability to work flexibly and adapt quickly and efficiently to a variety of working situations and needs

2. Excellent IT skills, particularly with regard to Reporting Services, SQL databases and MS Office packages.
3. The ability to deliver under pressure and to tight deadlines without supervision, demonstrating a high level of accuracy and attention to detail.
4. The ability to communicate effectively, orally and in writing, with staff, students and external organisations as required.
5. The ability to work both on own initiative and as a member of a team.
6. Ability to maintain confidentiality at all times.
7. Excellent influencing and interpersonal skills
8. Personal and professional commitment to Equality and Diversity and Customer Care objectives

Qualifications and experience
1. Qualified to degree level in a relevant subject preferred
2. At least two years’ experience of analysing complex data and producing high level reports.
3. At least two years’ experience of having worked with relational databases.
4. A thorough understanding of College (FE) Management Information systems.
5. Knowledge of FE funding rules, mechanisms and funding authority requirements and methodologies
6. Experience in using SQL or similar programming languages

Technical Skill Set
1. Thorough understanding of relational databases and RDBMS 
2. Experience of the following: MS SQL Server 2000, 2005, MySQL and MS Access preferred
3. Advanced knowledge of SQL
4. Ability to write complex queries to extract data, using SQL or a GUI
5. Awareness of Extract, Transform, Load processes
6. Awareness of enterprise level report delivery systems e.g. Crystal Reports, MS SQL Server Reporting Services
7. Experience with the ProAchieve ILR analysis system would be highly desirable
8. Basic understanding of web technologies including HTML, CSS, PHP, MySQL
9. Advanced knowledge of MS Excel including use of Pivot Tables, Lookups, Macros
10. Ability to perform complex analysis of data using any of the above to produce reports
11. Knowledge of other MS Office software including MS Word Powerpoint and Access
12. Experience working with Windows XP
13. Experience using FE funding authority software and data including LIS, DSAT, OLDC, LAD
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