

	Job Title: Student Data & Business Intelligence Analyst

	RBC Reference: (2025) RBC577

	Reports to: Academic Registrar
	Department: Student Records


	Pay Band: 
	Date:  21st July 2025


	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	The Student Data & Business Intelligence Analyst will develop and maintain the College’s data reporting infrastructure, ensuring high-quality data outputs for statutory returns (HESA/OfS) and management information. The postholder will utilise advanced technical skills in SQL, SSRS, Power BI or suitable tooling of choice to build reliable, scalable reporting solutions and interactive dashboards.
The role will have direct responsibility for:

· The production and submission of accurate statutory returns.

· Management and optimisation of the Student Records System.

· Leading the development of business intelligence tools for strategic and operational reporting.

· Data quality assurance and governance across the student data lifecycle.

Consistently contribute to creating positive outcomes for students by participating in initiatives

and support that enhance the student experience, with measurable impact on students’

satisfaction and success as evidence by feedback and performance metrics.



	Key working relationships/contacts specific to the role holder 



	· Student Records Team.

· IT services.

· Professional Service departments & Academic Schools.

· External agencies such as HESA, OfS, and any other statutory body.

· Student Records System (ie Unit-e)

	Main responsibilities, duties and accountability of the role 



	1 Data Analytics
	· Design, develop, and optimise SQL queries, stored procedures, and views for efficient data extraction and reporting.

· Build and maintain interactive Power BI dashboards and Power Query to deliver insights for stakeholders.

· Develop and maintain SSRS reports for operational and statutory purposes.

· Create and manage data models to support enterprise-level analytics

	2 System Administration &  

   Configuration
	· Administer and configure components of the Student Records System (e.g., UNIT-e) or other databases, including workflows, codesets, and permissions.

· Work with IT and suppliers to test upgrades, patches, and new system features.

· Ensure system security and compliance with institutional policies.

	3 Data Quality & 
   Governance
	· Implement validation rules and automated checks to ensure data consistency and accuracy.

· Develop and maintain data dictionaries, metadata standards, and quality dashboards.

· Contribute to College-wide data governance initiatives and ensure compliance with UK GDPR and data policies.

	4 Statutory Reporting & 
   Compliance
	· Compile, validate, and submit statutory returns such as HESA, Graduate Outcomes, NSS and OfS datasets.

· Reconcile outputs from the student records system and respond to validation feedback.
· Collaborate with internal contributors to ensure the accuracy of statutory returns.

	5 Systems 
   Development & 
   Projects
	· Lead or support projects to enhance the Student Records System and related integrations.

· Assist with ETL pipeline development to integrate data from multiple sources (e.g., CRM, Moodle/VLE)

· Support system integration projects

· Engage stakeholders to identify reporting needs and deliver actionable data solutions

	6 General Duties
	· Contribute to initiatives that enhance student experience, ensuring measurable improvements in satisfaction and outcomes

· Complete all statutory and mandatory training, including online learning

	7 Health, Safety & 
   Wellbeing
	· Take responsibility for maintaining a healthy and safe working environment

	8 Statutory Training
	Requirement to complete annually all statutory training using the ON LINE training service. The People and Talent Department will provide you with a personal login.



	Special requirements for this role:   

· Commitment to continuous professional development in data management, analytics, and reporting tools.

· Awareness of, and adherence to, all College policies and procedures. 

	N.B. The postholder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.




PERSON SPECIFICATION 

Key to validate section: (1) AF Application form (2) AS Assessment (3) I Interview

	Competency for the role 


	Requirements for the role 
	Essential

√
	Desirable

√

	Qualification 


	Degree in data science, statistics, computer science, or a related discipline (or equivalent experience)
	√
	

	
	Professional certifications in SQL, Power BI, or BI reporting
	
	√

	Knowledge & Experience


	Experience working with student data in FE/HE


	√
	

	
	Advanced proficiency in SQL (joins, subqueries, tuning)
	√
	

	
	Experience with Power BI (DAX, Power Query, dataflows)
	√
	

	
	Proven ability to develop and manage SSRS reports
	√
	

	
	Experience with ETL tools (e.g., SSIS, Azure Data Factory)
	
	√

	
	Experience preparing HESA/OfS returns


	
	√

	
	Experience administering Student Records Systems (e.g., UNIT-e)
	√
	

	
	Knowledge of GDPR and data governance


	√
	

	Communication & Interpersonal Skills


	Ability to communicate technical information to non-technical audiences.
	√
	

	
	Strong teamworking and collaboration skills


	√
	

	
	Proven experience in stakeholder engagement to develop dashboards and data solutions
	√
	

	Technical Skills
	Databases: Microsoft SQL Server


	√
	

	
	Reporting Tools: Power BI, SSRS, Excel


	√
	

	
	ETL: SSIS, Azure Data Factory


	√
	

	
	Programming Languages: SQL, DAX, Power Query (M)
	√
	

	
	Standards/Protocols: REST APIs, JSON, XML
	√
	

	Service Delivery & Problem solving 
	Proactive approach to ensuring high-quality service delivery to internal stakeholders
	√
	

	
	Strong problem-solving and troubleshooting skills, with the ability to design effective solutions
	√
	

	Sensory and physical

Health & Wellbeing


	This job involves undertaking duties which include the following considerations: ·

· Repetitive limb movements

· Regular use of ICT equipment.

	Special requirements for this role:   
· Commitment to continuous learning and staying up to date with BI and data management trends.

· Adherence to College policies and compliance frameworks.

	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 


	Signed by Line Manager: J Bardsley







	Date: 21st July 2025


	Signed by Role Holder 

	Date: 


