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POSITION DESCRIPTION


	POSITION DETAILS

	Title:
	DATA ANALYST II
	Position level:
	6

	Branch:
	ByNCVER

	Reports to:
	Team Leader, Products & Publications

	Current occupant:
	VACANT



	POSITION OVERVIEW

	The Data Analyst is responsible for undertaking data analysis, research, reporting and the preparation of publications, reports and data products.
They may also support the data collection, data processing, reporting, analysis and research functions of NCVER surveys.
They undertake data requests from internal and external stakeholders and providing technical assistance using data from NCVER's National administrative collections and surveys.
They will support quality assurance and continuous improvement activities as well as provide input to others to build NCVER’s research and statistical capability.



	KEY RESPONSIBILITIES AND ACCOUNTABILITIES

	Undertake analysis involving complex data assets to provide meaningful insights and narrative for reports to a range of audiences.
Undertake data processing, data manipulation and preparation of data sets for complex survey data.
Self-manage to achieve agreed priorities and meet objectives.
Undertake with minimal supervision analysis, data requests and checking, including specific investigations requested by stakeholders.
Assist in the development of a range of materials to support surveys and published statistics, such as infographics, data visualisations and support documents.
Provide courteous, prompt and professional service to colleagues and stakeholders.
Monitor progress against performance expectations to ensure quality and deadlines are met.
Contribute to presentations of research and analysis for internal and external events.
Participate in branch and organisational planning and continuous improvement activities.



	KEY specialist COMPETENCY REQUIREMENTS

	Data Analytics – Intermediate
Defines the problem. 
Assesses the availability and usability of data and determines the most appropriate technique for analysis in consultation with senior colleagues.
Prepares data for analysis (cleansing and transformation). 
Manipulates, explores and models data using programming languages and complex techniques in consultation with senior colleagues.
Simplifies and summarises data / information. 
Draws out key insights for stakeholders. 
Communicates insights in a clear and concise manner in a range of formats for both technical and non-technical audiences.
Data Extraction & Analysis (Practitioner) – Intermediate
Work with comprehensive data assets.
Apply advanced querying techniques.
Access, query, interrogate and manipulate large and / or complex data sets, including hierarchical data structures, survey data, data marts and data lakes.
Follows data privacy and security protocols.
Identifies and resolves data-related challenges and discrepancies.
Maintains detailed documentation of data access processes, query logic, and derivations.
Summarises data and creates complex reports.
Project Management – Foundational
Plans and delivers project related tasks to agreed timelines and outcomes.
Quantitative Research – Foundational
Conducts research for contribution into publications and other work products.
Develops insights and conclusions from research.
Contributes to the presentation of research findings to others.
Survey Design & Development – Intermediate
Prepares data to guide the development and administration of surveys.
Prepares survey documentation, including technical aspects.
Assists with testing for survey development, including broad concept and communication testing and cognitive interviewing for questionnaire.
Survey Methodology – Foundational 
Conducts background research for surveys. 
Utilise and Optimise Software – Intermediate
Uses selected software to complete tasks.
Develops skills in new software.
Identifies ways to leverage software.
Web Development – Foundational 
Uses web programming languages to modify / create web content.



	
KEY core COMPETENCY REQUIREMENTS

	Clear & Responsive Communicator – Foundational 
Presents messages and their context in an authentic, clear and concise manner. 
Listens with intent to gain understanding and responds in a meaningful and timely manner.
Customer & Stakeholder Oriented – Foundational 
Considers the customer/stakeholder perspectives in the work that we do.
Understands the relationship between customer and stakeholder satisfaction and the organisation’s ongoing success.
Fosters Teamwork – Foundational 
Takes part in a culture of working collaboratively to achieve results.
Supports others to achieve individual and collective results.
Manages Own Performance – Foundational 
Focuses effort on achieving quality results.
Establishes challenging and realistic goals for self.
Takes accountability for own work.
Transparent & Honest – Foundational 
Speaks openly about individual goals, opportunities, and challenges. 
Fosters an environment where people feel safe to express their thoughts and ideas.



	KEY LEADERSHIP COMPETENCY REQUIREMENTS

	N/A




	SKILLS, QUALIFICATIONS AND EXPERIENCE

	Experience with statistical applications with intermediate knowledge and skills in SAS or other statistical packages.
Relevant qualification in a discipline such as data science, mathematics, statistics or economics/social sciences.
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