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Role profile
· Job title: Data & MI Officer
· Grade: Grade 6
· Business area: Education, Work & Skills
· Reporting line: Data Scientist & MI Lead
· Team: Data & MI Function, Education, Work & Skills
Job Purpose
Delivering accurate and useful management information across EWS: Produce, maintain and improve management information, analysis and reporting products that help the Education, Work & Skills Directorate understand performance, outcomes and delivery. Ensure reporting is delivered to schedule, is consistent between cycles, and can be relied upon to inform commissioning, policy and investment decisions. The post forms part of the central Data & MI Function and will work across programme boundaries rather than being aligned to a single funding stream.
Developing and maintaining Power BI reporting products: Design, build, refresh, maintain and improve Power BI dashboards, datasets and data models in line with EWS reporting, accessibility and visualisation standards. Work with stakeholders to clarify requirements, translate them into practical reporting products and ensure outputs are accurate, understandable and maintainable.
Managing, validating and analysing data: Extract, transform, reconcile and analyse data from internal and external sources, including Adult Skills / ILR, GMIT, programme datasets, provider returns and relevant government or Local Authority sources. Apply appropriate validation and quality checks, investigate anomalies and maintain clear evidence of calculation and reporting logic.
Supporting automation and continuous improvement: Contribute to reducing manual reporting effort by improving repeatable data processes, supporting SQL-based extraction and transformation, and using appropriate tools such as Power Query, Power BI, Excel and other analytical or scripting tools. Work with the Analytics Engineer and Data Scientist & MI Lead on improvements to data pipelines, Microsoft Fabric / analytics processes and reporting automation where appropriate.
Contributing to a unified Data & MI Function: Work collaboratively with other officers to apply common standards for data quality, documentation, reporting and quality assurance. Maintain clear handover and support information for key reporting products, share knowledge across the team and contribute to a resilient service that can respond to changing directorate priorities.
Working within data governance and information security requirements: Handle personal and sensitive data in line with GMCA information governance policies, information security standards and data protection legislation. Follow agreed processes for data sharing, storage and retention, and raise any concerns about data handling promptly.



Key working relationships
· Data Scientist & MI Lead and Analytics Engineer
· Data & MI Officers and GMIT Support Officer within the Data & MI Function
· Performance & Contracts, Commissioning, Quality and operational teams across EWS
· Programme Managers, policy colleagues and senior stakeholders across EWS
· Research, Digital Solutions and Information & Data Governance colleagues
· Greater Manchester Local Authorities, providers and delivery partners
· DfE, DWP, ESFA and other government or public-sector data partners, as relevant
Key Responsibilities
· Produce accurate and timely daily, weekly, monthly, quarterly and ad hoc management information, analysis and reporting outputs to support programme oversight, directorate performance, GMS / Integrated Settlement reporting and external returns.
· Design, build, maintain and improve Power BI dashboards, reports, semantic models, datasets and dataflows, applying agreed EWS standards for accessibility, visualisation, quality assurance and documentation.
· Work with stakeholders to scope reporting and data requirements, clarify definitions and business rules, identify appropriate data sources and agree realistic outputs and timescales.
· Extract, combine, transform and analyse data using tools such as Power BI, Power Query, Excel and SQL, and use other analytical or scripting tools where appropriate to improve repeatability and efficiency.
· Manage and maintain large and complex datasets, undertaking reconciliation, cleansing, validation and quality checks and investigating discrepancies before information is released or used for decision-making.
· Support recurring data refreshes and reporting pipelines, including documenting source data, refresh steps, dependencies, calculations, assumptions, validation checks and known limitations.
· Contribute to the development and use of EWS reporting standards, the Data Dictionary, metadata and common definitions so that measures and data fields are interpreted consistently across programmes.
· Support cross-programme, locality, demographic and outcome analysis to help EWS understand who services reach, where delivery is taking place and what outcomes are being achieved.
· Contribute to the automation and improvement of reporting processes, including reducing manual spreadsheet activity and supporting the transition towards more reusable SQL, Power BI and Microsoft Fabric / analytics solutions.
· Support testing and validation of changes to data sources, reports, dashboards and pipelines, documenting issues and working with colleagues to resolve defects or unexpected changes.
· Contribute to GMIT related reporting and data-quality activity where required, working with the GMIT Support Officer and technical leads while maintaining clear boundaries between system administration and MI / analytical responsibilities.
· Maintain high-quality technical and user documentation for assigned reporting products, including data source notes, measure definitions, refresh instructions, QA checks, handover notes and known issues.
· Use agreed request-management and work-planning processes to manage priorities, communicate progress, raise risks and dependencies early and ensure work is visible to the wider Data & MI Function.
· Present and explain analytical findings clearly to technical and non-technical audiences, highlighting relevant trends, limitations, risks and implications without overstating what the data can support.
· Work collaboratively with providers, Local Authorities and internal colleagues to resolve data-quality issues and improve the accuracy, completeness and timeliness of information supplied to GMCA.
· Apply GMCA information governance, data protection, information security and records-management requirements in all data handling and reporting activity.
· Share knowledge and practical good practice with colleagues, contribute to team learning and support continuous improvement across Power BI, data quality, documentation and analytical ways of working.
General
· Provide constructive challenge and suggestions for improving reporting, data quality, user experience and working practices.
· Take ownership of assigned work while seeking guidance or escalating issues where requirements, risks or dependencies require management input.
· Work flexibly across EWS priorities and programme areas in response to changing reporting and analytical demand.
· Communicate effectively so that stakeholders understand requirements, progress, decisions, risks and limitations.
· Hold yourself to a high standard of professionalism, confidentiality, accuracy and public-service values.
· Work collaboratively with colleagues and partners, sharing knowledge and supporting activity where appropriate.
· Ensure reports and analytical products are inclusive, accessible and designed with the needs of different users in mind.
· Align working practices with GMCA sustainability, equality and inclusion commitments.
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.


Knowledge, Skills, and Experience
Knowledge & Experience
Essential:
· Demonstrable experience of producing management information, data analysis or reporting outputs using large or complex datasets.
· Practical experience of developing, maintaining or improving Power BI reports or dashboards, including data transformation and modelling using Power Query and/or DAX.
· Strong spreadsheet and data-handling capability, including experience of validating, reconciling and quality-checking data before reporting.
· Experience of translating stakeholder requirements into clear analytical, reporting or dashboard outputs.
· Experience of investigating data issues, identifying root causes and working with others to resolve discrepancies or improve data quality.
· Ability to communicate analytical findings, definitions and limitations clearly to technical and non-technical audiences.
· Experience of maintaining clear documentation for reports, datasets, calculations or operational processes.
· Understanding of data protection, confidentiality, information security and appropriate handling of personal or sensitive information.
· Experience of managing competing priorities and delivering accurate work to agreed deadlines.
· Experience of collaborative working across teams, programmes or organisational boundaries.
Desirable:
· Practical experience of querying relational databases using SQL, including selecting, joining, filtering and aggregating data.
· Experience of Python, R or another scripting language for data manipulation, validation or automation.
· Awareness or practical experience of Microsoft Fabric, Azure data services or comparable modern analytics platforms.
· Experience of working with education, skills, employment or public-sector datasets, including ILR, or similar administrative data.
· Experience of version control, structured release processes or collaborative development practices.
· Knowledge of dimensional modelling, semantic models, APIs or automated data pipelines.
· Experience of locality, demographic, equality or outcome analysis.
· Knowledge of public-sector performance reporting, funding assurance or data-quality requirements.
Skills, Values & Behaviours
Essential:
· Strong analytical and problem-solving skills, with the ability to work methodically through complex or incomplete information.
· High attention to detail and a strong commitment to accuracy, quality assurance and reproducible reporting.
· Clear written and verbal communication skills, including the ability to explain technical information in accessible language.
· Ability to work independently within agreed priorities while contributing positively to a collaborative team environment.
· Good stakeholder-management skills, including active listening, requirement clarification and constructive challenge.
· Curiosity and willingness to learn new tools, data sources and approaches and apply learning to live work.
· Ability to organise work effectively, raise blockers early and respond constructively to changing priorities.
· Commitment to GMCA values, equality, accessibility, confidentiality and high professional standards.
Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard always confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. Employees are expected to treat colleagues, partners and members of the public with dignity and respect irrespective of background.
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