Job Profile 
 Data and Insights Assistant 		Grade: 4		JE ID: 40004           	    Date created:   25/11/2022  

	About the Job: To gather and input data and insights in relation to customers use of services. Regularly providing information to the Development Team and service-wide for insights into activities, events, and library usage.  Support the library service with the input of data in the CRM system making sure it is accurately represented and reported. 

	
This is what we need you to do... 
· Process and collate information Oversee the input of relating to customer data and usinguse of the countywide library systems.  Identify any developments needed to accurately pull reports from systems and any staff training or communications that may be required.  
· Support the Development Manager and Head of Service with the regular reporting and evaluation needed for external funders and partners, specifically the Arts Council.
· Support the Development team with information needed to shape activities and events around customer needs. Looking at which customers participate, and which don’t. 
· Participate in development and other library team meetings, supporting with data and insights to shape planning with future direction.
· Attend events run by the Customer Development Coordinators to support with the evaluation and feedback from the activities put on as part of the key KPI’s for Arts Council funding. 
· Maintain and develop a relevant feedback evaluation for the service to use when gathering qualitative data.




	
· Assist with the co-ordination, collation and input of statistical data and other information for reporting and other purposes. 
· Assist with external and internal customer communications including newsletters, website, and other methods of communication.
· Suggest new ways of delivering services which embrace new technologies and new working processes and support the training and roll out of process improvements.
Special Conditions
Weekend and evening work may be required 
Ability to travel across the county as required



Monitoring and ongoing development of outcomes

As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 

Experience
· Experience of working in an administrative, clerical or support services setting
· Experience of data input, reporting or storing of customer information 
· Proven experience of meeting deadlines successfully
· Experience and understanding of working with sensitive and confidential information
· Experience of maintaining productive relationships including with council colleagues, communities, partners and volunteers, Members, and other stakeholders 
· Experience of administration processes 



Knowledge, Skills and Understanding
· Excellent administration skills including spreadsheet and database manipulation 
· Good Excellent organisational skills 
· Excellent organisation skills
· Effective verbal and written communication skills
· Good interpersonal skills
· Ability to input and collate data and information for reports
· Ability to analyse a range of data and use it as a tool for creating clear reports
· Flexible approach to managing work and able to prioritise
· IT and digital skills

	


Behavioural attributes
· Demonstrates Gloucestershire Employee Values and Behaviours
· Be self-aware and open to new learning ideas.
· Customer focussed approach
· Self-motivated with the ability to work without supervision and able to work on own initiative
· Ability to organise and prioritise workload
· Works flexibly, efficiently and accurately
· Ability to work to deadlines
· Able to respond to changing priorities, and to cope positively with the demands of a busy office
· Willingness to be part of a team and be a good team player
· Willingness to learn new software packages and computer applications
· Committed to continuous improvement


Education & Qualifications

Essential
1. GCSE Maths and English A-C or equivalent
· Business Administration NVQ or equivalent 	Comment by GILLESPIE, Emma: I would recommend the wording under K&S on the job profile says ‘…NVQ or equivalent.’   This could then be equivalent experience or an equivalent qualification, to avoid indirectly discriminating in relation to education.
· Educated to GCSE level in Mathematics and English to Grade C or above





