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Job description 

Assistant Analyst


	Department 
	Strategy and Transformation

	Service 
	Insight and Analytics

	Grade
	F

	Reports to
	Analyst

	Responsible for 
	n/a

	Job reference
	11531



	Job Purpose 

	Assistant Analysts provide accurate and timely insight to support decision makers in Norfolk County Council and partner agencies. They work with operational and digital service areas to provide insight and reporting to track performance, contributing to producing data and analysis. They use established analytical techniques and technologies to provide insights that make a real difference to the delivery of the Council’s activities. 

The role works with colleagues across service areas to understand customer needs, enhance data quality, improve processes and communicate outcomes effectively.


	Context 

	The Insight and Analytics (I&A) service is an integral part of Norfolk County Council that helps the organisation to achieve its priorities and tackle challenges by harnessing data – from our own systems and from public data – and producing analysis that empowers colleagues to make informed decisions based on the latest evidence. It brings together analytical and data governance functions to develop effective strategies for business planning and provide the statutory reporting that the organisation needs to complete to comply with its legal obligations. This provides an understanding of where services can improve, including demand and capacity planning, to achieve good outcomes for the people of Norfolk. 
 
The service provides experience in data analytics, data science, information governance, standards and best practice, training, support, innovation and research. This drives the integration and exploitation of data and information, providing unique and innovative insight and enables evidence based, data driven decision making at all levels of the Council’s services. 
 
Assistant Analysts work with service areas to ensure that data, insight and analytics are an embedded part of service delivery and design. They work collaboratively with Analysts/Senior Analysts to understand needs and challenges that contribute to the specialism’s success.




	Accountabilities 

	Identify requirements for analytical requests by working with the requestor or colleagues to understand the underlying question and required outcomes. Identify sources of information and use initiative to decide the most efficient approach. Proactively listen to needs incorporating these into discussions regarding the work required.


	Apply analytical techniques, tools and systems to transform data into information or performance measures for your audience, recognising patterns, quality issues and outliers. 


	Follow established practice to produce regular reports and statutory data, ensuring processing and outputs comply. Enable minimal interaction, identifying where automation would improve the timeliness and flow of data processes.


	Produce basic visualisations of data to create insight for your business area. Develop descriptive analytics, inferential / predictive analysis, data types and know how to summarise data to contribute to the interpretation and analysis. 


	Follow anonymisation and data security procedures to ensure information governance requirements are maintained. Know when to escalate issues for advice/approval. Identify process improvements to improve.


	Document, test, review and maximise reusability and reproducibility of code and methods ensuring the sharing of expertise. Take responsibility for delivery and demonstrate resilience for own workflow enabling a flexible, creative, and innovative approach and responding positively to change.


	Communicate findings to colleagues giving clear messages, translating technical concepts. Work alongside operational and digital service areas to support the use of analysis, highlighting issues and solutions supervised by more senior analysts.


	Identify improvements of processes or methods to meet customer needs. Develop an understanding of organisational strategy, structure and plans to inform your work.


	Build good relationships with internal stakeholders in your business area, shaping a common purpose. 


	Actively engage in continuous development, managing own time and priorities to support improvements aligned to the objectives of the organisational strategy. Be self-aware and use a knowledge of learning styles and emotional intelligence to understand impacts on others.


	Adhere to the code of conduct for the organisation, setting an example which is ethical and fair, consistent, and impartial with others to build trust.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 3 qualification or comparable experience of working in an analytical area.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of analytical techniques and transforming data into information or performance measures.

	Experience of setting personal goals and performance targets for professional development and contributing to yours and your team’s performance.



	Good numeracy and digital skills with a functional knowledge of analytical tools, applications and systems.

	

	Experience of producing regular reports and statutory data, following and contributing to practices and procedures.

	

	Experience of establishing relationships and communicating with those in your team and business area. 

	

	Experience of adhering to the code of conduct for the organisation in line with HR systems.
	

	Skills:

	Essential
	Desirable

	Ability to apply analytical techniques to data, following practices and procedures to produce information or performance measures.

	

	Ability to use technology/tools to perform basic manipulations and visualisations to create suitable outputs for the audience.

	

	Ability to communicate your own work to groups within your business area. 

	

	Ability to form positive collaborative relationships with a range of stakeholders.

	

	Competent at ensuring data is accessed and shared safely through an established knowledge of data protection principles.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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