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JOB DESCRIPTION
	JOB TITLE
	Business Intelligence Analyst

	REPORTING TO
	Business Intelligence Manager

	RESPONSIBLE FOR/JOB PURPOSE 
	Support the organisation to gain valuable insight into its operations, identifying trends, forecasting and highlighting areas for improvement.

Work with key stakeholders to gather BI requirements, offer improvements and follow data best practice to deliver high quality, accurate and timely analysis to the business.

Ongoing support and maintenance of reporting and analysis solutions.

Develop an understanding of the organisations underlying business processes to inform analysis and reporting to enable service improvements. 


	LOCATION
	Old Market Court, Widnes 
(Remote working considered)



DUTIES AND RESPONSIBILITIES
· To gather requirements from the business to enable efficient delivery of their reporting and analysis needs.
· To collect, analyse, interpret and present relevant organisation and open data to a wide range of audiences.
· To design and develop high quality, robust analysis and reporting to enable the effective delivery of the priority outcomes of the organisation.
· Interrogation of data to provide specific ad hoc reporting and analysis as required by the business for internal and external use.
· Write supporting guidance, where relevant, to enable understanding of the reporting and analysis produced.
· Act as a data steward for some data sets to ensure that data remains accurate and anomalies are identified and acted upon in a timely manner, liaising with the service area as appropriate.
· Support the Business Intelligence Developers in the design, implementation and maintenance of the organisation’s enterprise data model.
· Develop an in depth understanding of a small number of service area’s systems and processes to underpin the provision of excellent advice and guidance in relation to their intelligence needs and service improvements.
· Document business and data management processes to aid understanding of the interrelationships between system, users, data and reporting solutions.
· Testing of data solutions developed by the Business Intelligence Developers and testing of changes to front line business systems. 
· Design and creation of Power BI solutions which meet the needs of the business (e.g. Dataflows or Datamarts).
· Implementation of appropriate security controls within developed solutions aligned with corporate strategy and Information Governance requirements.
· Administration of the organisation’s power bi service.
· Stay up to date with Microsoft developments in Power BI functionality – Desktop and Online service.
· Supporting the implementation of new service area systems in relation to processes and data.


KEY REQUIREMENTS
Qualifications
· Degree or similar (e.g. Computer Science, Data Science, Statistics or similar)
· Certification in any SQL or Power BI related path
Knowledge and experience
· Minimum of 2 Years of industry experience
· Practical knowledge of:
· Microsoft Power BI and Power BI Desktop
· Power Query
· DAX
· SQL
· Extensive experience in the use of data in order to produce analytical summaries to facilitate service improvement. 
· Demonstrable experience of producing reports and statistical analysis from relational, transactional or cube data
· A detailed understanding of how data is structured, manipulated and transformed
· Knowledge of data warehouse methodologies
· Working knowledge of GDPR and considerations for data and reporting
· Practical experience of Office 365
· Knowledge of social care, human resources or recruitment advantageous
· Experience of machine learning/artificial intelligence techniques would be beneficial

Skills / Abilities
· Excellent communication skills
· Problem solver
· Results oriented
· Team Player
· Able to learn new things
· Honest and reliable
· Prepared to work flexibly to meet service needs 

STANDARD REQUIREMENTS
Confidentiality 
· In the course of the post holders’ duties all data should be treated as confidential and should only be disclosed on a need-to-know basis. 

· Some data may be especially sensitive and is the subject of a specific organisation policy, including information relating to the care and support of the people using our services and individual staff records. Under no circumstances should any data be divulged or passed on to any third party who is not specifically authorised to receive such data. 

· Due to the importance that the organisation attaches to confidentiality, disciplinary action will be considered for any breach of confidentiality. All members of staff are expected to comply with national legislation and local policy in respect of confidentiality and data protection.

Corporate Responsibility
· Contribute to the development, communication and promotion of corporate core purpose, vision, mission and values.
· Active input to driving the development of Corporate Strategy.
· Contribute to the development of a culture of continuous improvement within the Charity, in order to meet stretching financial and performance targets, including the implementation of lean methodology.
· Ensure all statutory obligations are met.
· Champion the Charity and the services it provides. Act at all times as a positive ambassador for Community Integrated Care and the individuals who choose our support.
· Undertake specific tasks as asked from time to time by the CEO.
Data Protection

· In line with national legislation, and CIC’s policies, you must process all personal data fairly and lawfully, for the specific purpose(s) it was obtained and not disclosed in any way incompatible with such purpose(s) or to any unauthorised persons or organisations, unless a lawful exemption applies.
· The post holder must be familiar with and comply with all CIC’s Policies on Data Protection, Confidentiality and Information Security. 

Equal Opportunities
· Promote the concepts of equality of opportunity and managing diversity company wide.
Financial Responsibilities
· All CIC Group staff will comply with financial processes and procedures.
· Manage the budget to meet the Charity’s Strategic and Operational Business Plans.
· Ensure areas of responsibility are delivered in a way that is consistent with the Charity’s financial and cost improvement plans.
· Assist in embedding a commercial, client service focussed approach to all business processes and activities.
Health and Safety

· The post holder must be familiar with and comply with all CIC’s Policies on Health and Safety and be aware of individual responsibilities under legislation.

Professional Standards and Performance Review
· Maintain consistent high professional standards. Employees are expected to participate in the performance review process.
Safeguarding 	
· CIC takes the issues of Safeguarding Children and Adults very seriously. All employees have a responsibility to support CIC in its duties by:
· Attending mandatory training on Safeguarding children and adults
· Being familiar with individual and CIC’s requirements under relevant legislation
· Adhering to all relevant national and local policies, procedures, practice guidance and professional codes
· Reporting any concerns to the appropriate personnel.

Service / Departmental Standards 
· Support the development of performance standards within the services/departments to ensure the service is responsive to and meeting the needs of its customers.

NB: This job description is not intended to be an exhaustive list of duties and responsibilities, but to give an indication of the main areas of activity and involvement.

This Job Description is an outline of the key tasks and responsibilities of the post and the post holder may be required to undertake additional duties appropriate to the pay band. The post may change over time to reflect the developing needs of the Charity and its services, as well as the personal development needs of the post holder.
	DATE PREPARED:
	Thursday, 09 July 2026

	PREPARED BY:
	Sue Cline, Head of Data and Process Management
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