	JOB DESCRIPTION
	Data and Digital Officer      

	RESPONSIBLE TO
	Director of Finance and Corporate Services

	LOCATION
	ASCERT head office (Lisburn), home working negotiable.

	LENGTH OF POST
	Permanent subject to funding

	HOURS
	35 hours

	SALARY
	Salary scale point 12 £22,183 Plus 4% pension

	THIS POST IS FOR YOU IF
· You are a whizz at analysing quantitative data (and Excel is your best friend).
· You have a natural curiosity for uncovering the story behind the data.
· [bookmark: _GoBack]You like a job which has a diverse range of responsibilities.

OVERALL PURPOSE
ASCERT has grown to become one of the leading providers of drug and alcohol services in Northern Ireland. We have extensive experience in the development, planning and delivery of drug and alcohol services.
ASCERT provide a wide range of services in areas including training, education, treatment, and community services operating from bases in Lisburn (Head Office), Omagh and Belfast.

If successful, you will play an important role in increasing ASCERTs data analysis capabilities and help improve quality of data across ASCERT information management systems.
You will also play an exciting part in helping roll out ASCERTs first ever digital strategy.

	Specific duties


	Data management
	1. Support the maintenance, testing and development of information management systems appropriate to ASCERT needs.

	
	2. Support the accurate timely inputting of data to ASCERT information management systems by all ASCERT users.

	
	3.  Act as first point of contact for user queries and identify solutions.

	
	4. Import and migrate data within existing systems and maintain data sets in line with business objectives.

	
	5. Document and maintain data asset registers and controls for data assets throughout the data lifecycle.

	
	6. Create and maintain data dashboards and visualisations in line with organisational needs identified.

	
	7. Support the assessment, evaluation and reporting on data quality, on an ongoing basis. 

	
	8. Engage with system users to fully understand ASCERT requirements.

	
	9. Support the retention and destruction of data across ASCERT in line with data protection guidelines. 

	
	10. Deliver induction and ongoing training and provide assistance to staff on ASCERT data management solutions.  

	
Digital Transformation
	1. Support the development of internal communication campaigns on the benefits of using digital.

	
	2. Support the carrying out of digital skills audit across the organisation.

	
	3. Ensure effective partnership working with other key ASCERT functions and services to ensure digital strategy success.

	
	4. Support the identification and implementation of key digital tools across ASCERT.

	
	5. Support the monitoring of key trends in digital and ASCERT’S own data through 2-monthly reporting.

	
	6. Support the roll out of actions contained in annual digital action plan.

	Digital Media Support
	1. Monitoring of all ASCERT social media accounts. 

	
	2. Support the development and maintain the content of ASCERT website ensuring accurate and relevant.

	
	3. Develop and maintain a digital content planner, working collaboratively with staff to ensure regular flow of digital media content.

	
	4. Complete 2-monthly metrics report for website and social media

	
	5. Support the management of digital assets across ASCERT e.g. photos and video libraries.

	Other Duties
	1. Undertake any other duties that might reasonably be required by the Director of Finance and Corporate Services

	
	2. Contribute to the delivery of ASCERT’s strategic plan as part of the ASCERT team


This job information is not intended to be either restrictive or definitive.  It is important to note that the responsibilities of the post may change to meet the evolving needs of the services that the charity provides.
















	PERSON SPECIFICATION

	The following ESSENTIAL criteria must be clearly evidenced in section (1) in the application form. Failure to do so will result in a candidate not being selected for interview.
All essential criterial will be assessed at shortlisting stage.

	A. Three GCSE’s (or equivalent) at grade C or above, including Maths and English.

	B. At least 2 years’ experience of using software to analyse quantitative datasets and extract 
     insights.
     (This can include different software programmes to analyse the data, such as Excel, 
     SPSS, Access, or data visualisation software such as Tableau/Power BI.)

	C. At least 1 year’ experience in supporting other staff in the use of organisational information
     management systems. 

	D. Experience of adding relevant content to social media (this can include personal accounts).

	E. A basic understanding of data protection and cyber security organisational risks.

	The following DESIRABLE criteria should be evidenced in section (2) in the application form. 
Some or all of the desirable criteria may be assessed at shortlisting stage.

	F.  Knowledge of data cleansing and data enrichment techniques.

	G. Third level qualification (or equivalent) in a related discipline such as Business Information Systems, Information Management, Statistics, Digital and Technology, Digital Marketing.

	The following Criteria will be assessed at interview stage only


	H. Sound planning and organisational skills to work proactively with minimum supervision to achieve deadlines and objectives.

	I. Proficiency in using ICT resources such as Microsoft office, Office 365 and Management Information Systems.

	J. Highly developed verbal and written communication skills, to include delivery of presentations to a variety of audiences as well as communicating online.

	K. Empathy with ASCERT’s purpose and values.

	L. Excellent interpersonal skills and the ability to build and maintain effective internal and external working relationships.

	M. Ability to work flexible hours (with notice) and to travel throughout Northern Ireland at times demanded by the job.
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