LEEDS COMMUNITY HEALTHCARE NHS TRUST
JOB DESCRIPTION

	Job Details

Job Title:                                	Principal Data Analyst

Banding:                                      7
		
Employing Organisation: 	Leeds Community Healthcare NHS Trust

Specialty/Department: 		Business Intelligence and Performance 


	Service Description

[bookmark: _Hlk179291088][bookmark: _Hlk179988044]The Business Intelligence and Performance Team works closely together to provide a full business intelligence service to the Trust and supports the Trust with monitoring and understanding performance.

The team manages all processes relating to the data we extract from our clinical information systems and its transition to insight and intelligence.

There are three teams within Business Intelligence and Performance.

The Warehousing Team design, develop and maintain the organisation’s SQL data warehouse solutions. They ensure appropriate structures are in place to enable easy access to high quality data and processing of those data into dynamic reporting solutions. They are responsible for the development and submission of the national data sets.

The Business Intelligence Team develop and maintain reports for presentation in the Performance Information Portal (PIP). This is the online tool that provides information to the organisation. The reports are currently delivered via SSRS, PowerBI and Excel. They work with customers to ensure that the reports present information to managers and services in a format that is easily understood and relevant to decision-making processes.

This team is also responsible for ensuring that all regular manual reports are generated and submitted on time. Wherever possible this team will work to minimise manual processes.

The Performance Team provide the first point of contact for queries from our clinical services supporting them by monitoring their performance, highlighting areas of interest and monitoring recovery plans. They work with services to help them understand and interpret their data. They create analytical models to support with areas such as capacity and demand or waiting list management. They also work alongside the Head of Business Intelligence and Performance to develop the list of KPIs used by the organisation to monitor and drive improvement.

This team also includes the Data Quality Lead. They are responsible for ensuring that processes to monitor and improve data quality are embedded in all our products and that support is given to services that helps them to understand and improve their data.





Role Description

The Principal Data Analyst sits within the Business Intelligence Team. The post holder will help to ensure that the Business Intelligence Team develops and maintains regular reporting of Trust-wide and service specific information that allows the Trust and its services to monitor progress.  They will use in depth specialist knowledge to contribute to and implement Trust-wide frameworks and strategies to ensure that relevant, consistent and timely performance reports are designed, developed and produced for clinical services and other stakeholders. They will build good working relationship with the clinical services and provide expert input to projects.  They will co-ordinate the work of the Business Intelligence Team to ensure that high quality products are created to deadlines, scoping requirements, designing development plans and monitoring progress

The post-holder will be responsible for ensuring that all regular reporting processes are completed as required and lead the development of automated processes to minimise manual processes.  They will ensure that processes to improve data quality are embedded in day to day and development work and may suggest developments to the clinical information systems used by the Trust to ensure appropriate and accurate data is collected.  

Key Responsibilities 

1. Operational/Technical

1.1. To lead a team to produce accurate and timely information to managers and services in a format that is easily understood and relevant to the decision-making process, thereby ensuring that clinicians and managers can measure, monitor, and continuously improve performance.
1.2. Develop, contribute to and implement Trust-wide reporting systems, frameworks, and strategies to ensure that relevant, consistent and timely performance reports are designed, developed and produced for clinical services and other stakeholders.
1.3. Develop an understanding of the key information systems used by the Trust, propose developments to ensure that high quality data can be extracted to measure and monitor the required measures and to work in conjunction with the Informatics Team to implement these developments.
1.4. Co-ordinate regular reporting and statutory returns to external bodies such as the Department of Health and handle queries from external bodies arising from these reports.
1.5. To scrutinise large datasets and identify key trends and patterns within these data.
1.6. Use SQL Server Management Studio to develop queries to extract and analyse information from large and complex data sets.
1.7. Providing specialist expertise in liaison with the warehousing team to ensure that the data marts and infrastructure they develop meet the needs of the business intelligence team
1.8.	Make the best use of the technology available to develop and deliver reporting to internal stakeholders, including designing and developing web-based reports and reports in conventional software products to deliver reports to their specifications.
1.9.	Plan, develop and coordinate the production of a broad range of complex performance reports that meet the needs of the directorate and its clinical teams and the requirements of commissioners and users, in accordance with the Trust’s planning schedule.
1.10.	Utilises highly developed technical knowledge covering the range of analytical techniques, underpinned by relevant broad-based knowledge, experience and competence to devise solutions to support the provision of information to the whole of Leeds Community Trust
1.11.	Makes complex judgements requiring analysis, interpretation and comparison of options by integrating highly complex knowledge sources in new and/or unfamiliar contexts
1.12.	Responsible for the development of clinical involvement within services to inform the development of reporting systems and the effective use of information.
1.13.	Prioritises their own workload and that of the wider team within agreed objectives deciding when to refer to others as appropriate. 
1.14.	Provides and receives highly complex, sensitive or contentious information where developed motivational, persuasive, empathetic, negotiating and reassurance skills are required to gain agreement whilst demonstrating an understanding of barriers to communication
1.15.	Attend key internal and external meetings with large groups of stakeholders and present and discuss highly complex information.
1.16.	Using own judgement, develop and implement organisation-wide initiatives and methodologies in a highly complex system, formulating and adjusting implementation plans where necessary, for example developing standard reporting for new services and information systems.
[bookmark: _Hlk179290712]1.17.	To support and maintain a high level of data quality and propose and engage with initiatives to improve data quality in the organisation including embedding data quality checks into all reporting processes ensuring that data is accurate complete and up to date
1.18.	Input to development of the data warehouse to ensure regular reporting is automated and as efficient as possible.

2. Leadership

2.1.	Line manages the Senior Data Analyst, Data Analysts and/or Data Officers and assists in the development of their skill-base.
2.2.	Fulfils a senior role in the team providing expert input to initiatives and disseminating specialist knowledge to team members and stakeholders, deputising for the Business Intelligence Manager when required and being the point of contact for complex queries at these times.
2.3.	Ensures that a professional service and image is maintained at all time, thereby acting as a role model to all staff
2.4.	Provides a leadership style which is underpinned by strongly held values around equality, diversity and openness; effectively builds and maintains relationships with direct reportee(s), management team and other key individuals across the organisation. 
2.5.	Ensures the effective and efficient use of resources e.g. staff, supplies within their own sphere of responsibility.
2.6.	Demonstrates the ability to delegate, organise and prioritise their own and others’ workloads to ensure the delivery of timely and accurate information utilising locally agreed support mechanisms and making judgements in complex situations
2.7.	Demonstrates resilience when responding to challenge, change and complex or difficult situations
2.8.	Ensures that all objectives, for self and those directly responsible for, are clearly defined within the wider Directorate framework and in line with Trust’s objectives, using the appraisal process as a vehicle for this.
2.9.	Takes responsibility for their own and others’ health and safety in the working environment.

3. Learning and Development

3.1.	Undertakes any training required to develop and maintain their proficiency in response to changes in service delivery or new and emerging techniques.
3.2	Devises and delivers specialist training and development programmes in order to support the delivery and use of information within clinical services. Provides high quality, specialist advice related to the provision of information, analytical techniques and their appropriate use and the results of analyses to clinical practitioners, and related corporate teams. 
3.3	Supports the learning and development of the Senior Data Analyst, Data Analysts and Data Officers

4. Partnership and Team Working

4.1.	Actively develops and maintains effective clinical and corporate working relationships both within and outside the Trust.
4.2.	Create effective working partnerships with internal stakeholders ensuring the team can respond to development plans and are therefore provided with an opportunity to respond and affect future progress. 
4.3.	Explores the potential for collaborative working and takes opportunities to initiate and sustain such relationships in order to improve service delivery via the use of accurate, timely and relevant information.
4.4.	Promotes and builds good working relationships with external stakeholders such as commissioners, other health and social care agencies delivering to Leeds and national working groups to promote the Trust and effective cross-agency working.

5. Innovation and Quality

5.1.	Implements, monitors and maintains agreed quality and data standards, reporting via the agreed governance structures when standards are not met
5.2.	Initiates and leads audit and ensures relevant action plans are completed.
5.3.	Implements policies for own work area and proposes and implements policies changes which impact beyond own area of activity.
5.4   Makes recommendations relating to service delivery based on their own analysis and the analysis of others.

In addition to these functions and in agreement with their line manager the post holder is expected to carry out such other duties as may be reasonably expected in accordance with the grade of the post.
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TERMS AND CONDITIONS OF SERVICE

	Band:
	7


	Hours:
	37.5


	Contract:
	Fixed Term - 12 Months


	Salary:
	£49,387 - £56,515 per annum 


	
	New staff will normally be appointed to the minimum of the pay band.  Staff transferring from one post to another in the same pay band within the NHS will enter the band at the same point that they were previously on.    Staff promoted within the NHS will enter the new pay band at the minimum or the first point of the new pay band that gives them an increase in salary. Any previous NHS service will be subject to confirmation by the Payroll Department.

	Annual Leave:
	The annual leave year runs from 1 April to 31 March following.
 The full entitlement being 27 days for a full year and pro rata
for an incomplete year's service. An additional 2 days will be 
awarded after 5 years service plus a further 4 days after 10 
years service. This is in addition to 8 public and statutory days 
holiday.


	NHS Pension:
	The post is pensionable unless you opt out of the scheme or 
are ineligible to join and your remuneration will be subject to 
deduction of contributions in accordance with the National 
Health Service Pension Scheme.  In the event of you not 
wishing to join the scheme you should complete form SD502 
on your commencement date.


	Medical:
	The appointment maybe subject to you completing a declaration of health form, which may lead to a full medical examination upon request.



	Notice:
	Giving notice – you are required to give the Trust 8
weeks written notice of termination of your employment.

Receiving notice – with the exception of ‘Summary Dismissal’ you will be entitled to receive notice of 8 weeks or your statutory notice entitlement whichever is the greater.
				
Statutory entitlement is:
For staff with more than 4 weeks continuous service, entitlement to notice is 1 week for each year of completed service up to a maximum of 12 weeks.


	PROFESSIONAL REGISTRATION	

Where it is a requirement as part of this job role to be registered with a Professional Body, you are required to maintain and update your registration in line with the Trust’s Professional Registration Policy.  You are required to provide proof of your registration status on your appointment, at renewal of registration or at any other time as requested by the Trust.  It is also a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

It would also be a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

REHABILITATION OF OFFENDERS ACT 1974

Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974.  Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are 'spent' under the provisions of the Act, and, in the event of employment any failure to disclose such convictions could result in dismissal or disciplinary action by the Trust.  Any information given will be completely confidential and will be considered only in relation to an application for positions to which the Order applies.

DBS CHECK (Formerly CRB)

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure & Barring Service to check for any previous criminal convictions.

The Trust is compliant with the Disclosure & Barring Service ‘Code of Practice’, a copy of which is available on request.

The Trust welcomes applications from a wide range of candidates including those with a criminal record. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed. A full Trust policy on the Recruitment of Ex-offenders is available on request.

SECTION 11 COMPLIANCE

Safeguarding Children and Vulnerable Adults
All employees are required to act in such a way that at all times safeguards the health and well being of children and vulnerable adults.  Familiarisation with and the adherence to the Trust’s Safeguarding policies is an essential requirement of all employees as is participation in related mandatory/statutory training.

ORGANISATIONAL AND STATUTORY REQUIREMENTS

All employees should understand that it is their personal responsibility to comply with all organisational and statutory requirements, e.g. Health and Safety; Equal Treatment and Diversity; Confidentiality; Infection Prevention and Control.

MENTAL CAPACITY ACT (MCA 2005 CODE OF PRACTICE) 

This Act applies to all persons over the age of 16 who are judged to lack capacity to consent or withhold consent to acts which are considered by health and social care professionals to be in the best interests of their welfare and health. 

The Mental Capacity Act 2005 imposes a legal requirement on health and social care professionals to ‘have regard to’ relevant guidance within the Code of Practice when acting or making decisions on behalf of someone who lacks capacity to make the decision for themselves. Furthermore, they should be able to explain how they had regard to the Code when acting or making decisions. 

Detailed guidance is available in the Mental Capacity Act 2005 Code of Practice http://www.dca.gov.uk/legal-policy/mental-capacity/mca-cp.pdf

NOTE

This job description does form a part of the contract of employment and indicates how that contract should be performed. The job description will be subject to amendment in the light of experience and in consultation with the postholder.   

JOB SHARE

This post is suitable for job sharing and when filled on this basis will attract all normal terms and conditions of service outlined above, but on a pro rata basis if appropriate.

SMOKING

The Trust operates a no smoking policy and is smoke free.







LEEDS COMMUNITY HEALTHCARE NHS TRUST
PERSON SPECIFICATION Principal Data Analyst - Band 7
	Attributes
	Essential
	Desirable
	How identified?

	QUALIFICATIONS
& TRAINING
	Educated to degree level or equivalent relevant experience.

Post graduate learning to Masters Level or equivalent level of NHS experience

Must be willing to participate in any relevant training identified to develop skills required to carry out duties


	Leadership and management qualification

Project management qualification e.g. PRINCE 2

	Application 
Interview
References

	EXPERIENCE

	Experience of data manipulation and analysis of large and complex data sets using a range of software including databases and spreadsheets.

Experience with SQL Service Management Studio; is able to write queries to interrogate data sets.

Experience of producing suites of performance management reports

Previous experience of working with teams other than their own to develop reports.

Significant analytical experience in an information role.

Experience of implementing initiatives to improve the provision of information with an impact beyond their own team.

Experience in the management and supervision of staff
	
Analytical experience within the NHS

Line management of a team

Experience with developing web-based business intelligence tools e.g. PowerBI, Tableau

Experience of change management


	Application 
Interview

	KNOWLEDGE & UNDERSTANDING
	Highly developed specialist   analytical knowledge to support the development of systems to deliver information. 

Specialist knowledge of a range of statistical/numerical techniques.



Ability to manage a team day-to-day, delegating work as appropriate.

Ability to develop the expertise of staff under their management.
	Can demonstrate an understanding and knowledge of the organisations associated with the provision of healthcare.

	Interview

	PRACTICAL & INTELLECTUAL SKILLS
	
Highly complex analytical and creative problem solving skills in unpredictable situations

Workload management including delegation of tasks and day-to-day team leadership


Advanced verbal, non-verbal and written communication skills 

Ability to work to agreed objectives within broad organisational policies and with minimal supervision

Ability to communicate and present complex information to a variety of audiences

Ability to manage and prioritise a varied workload and meet deadlines.

Numerate, with a logical and systematic approach and strong analytical and problem solving skills
 
Advance keyboard skills and a high degree of competence in the use of Microsoft Office and desktop applications

Have sound organisational and interpersonal skills, be able to build credibility with a wide range of professionals.

	
	Application
Interview
In Tray exercise/test

	ATTITUDE & BEHAVIOUR
	Able to demonstrate clear leadership internally and externally behaving as a role model at all times

Supportive, available and approachable to those they manage.

Values difference; regards people as individuals and appreciates the value of diversity in the workplace

Able to work as part of a team, co-operating to work together and in conjunction with others and willing to help and assist wherever possible and appropriate appreciating the value of diversity in the workplace

Able to develop, establish and maintain positive relationships with others both internal and external to the organisation 

Able to work under pressure, dealing with peaks and troughs in workload managing unpredictable service demands


Positive attitude to dealing with change; flexible and adaptable, willing to change and accept change and to explore new approaches.

Highly motivated and reliable

Has a strong degree of personal integrity; able to adhere to standards of conduct based on a culture of equality and fairness

	 
	Application Form
Interview
References
In Tray Exercises



