
 

  



 

 



 

JOB DESCRIPTION 
 

Job Title Data Analyst 

Pay Band 4 

Department Urology 

CDG 9A 

Reports to Office Manager 

Professionally 
Responsible to  

Clinical Service Lead 

JOB SUMMARY 

 
The successful candidate will have experience in data collection and analysis, and have the 

appropriate skills to design, develop, generate and maintain reports. You will demonstrate your 

attention to detail, check accuracy of your reporting, and will be able to present complex data in an 

easily understandable format. 

You will be expected to analyse data from multiple sources and provide key analysis and decision-

making information for clinical and operational activities within the Directorate. 

The Data Analyst reports to the Clinical Service Lead for all the duties and responsibilities stated 

below as well as any other duties required within reason, as assigned by the management and 

medical team. It is for the Data Analyst to communicate effectively and frequently with the clinical 

and management team. 

TEAM/DEPARTMENT STRUCTURE CHART 

 

 
 

  



 

KEY SKILLS 

• Creating, updating, maintaining, and improving reports  

• Ad-hoc data requests  

• On-going reporting on performance and activities  

• Liaising with operations & clinical teams to understand processes, enabling you to 
correctly identify what to report on  

• Automating report generation and delivery  

• Merging data between different systems to provide insights  

• Interrogating data and creating appropriate reports to support the clinical team 

• Undertake other duties as may be necessary after consultation with the Clinical Service 
Lead or senior member of the Management team 

• To provide expert assistance and administration of the use of data sets & reporting 
functionality.  

• To provide data reports in response to ad hoc requests from senior project leads.  

• To produce summaries and views of data appropriate to the needs of the organisation and 
compliant with national NHS Quality Standards.  

• To assist with data collection required for Reports.  

• Problem solving and analytical skills  

• An ability to publish information in an excellent format for use at any level within the 
organisation  

• A self-motivated individual with a can-do attitude, that has the ability to prioritise your 
own workload to meet deadlines  

• To collaborate with colleagues in the context of a wider organisational team  

• Good communication skills in the presentation of data and findings   

KEY RESPONSIBILITIES 

Clinical Responsibility  

• Participate in the clinical, information and corporate governance requirements within the 
work of the organisation.  

• Maintain strict confidentiality in relation to all issues concerned within the service and 
adhere to the requirements of the Data Protection Act 1984.  

• Ensure the requirements of Health & Safety legislation appropriate EU Directives and Data 
Protection requirements are maintained.  

Communication & Relationships 

• Maintain good working relationships with staff within the Gastroenterology Directorate 
and related external organisations. 

• Be able to demonstrate excellent interpersonal skills. 



 

• Exceptional negotiating skills, with the ability to influence others 

 

Skills, Knowledge & Attributes: 

• Production of key performance indicator reports 

• Excellent written communication skills, with the ability to produce and present complex 
information and reports to varied audiences 

• Excellent interpersonal skills 

• Ability to understand end-user requirements and to communicate technical information 
to a non-technical audience 

• Excellent IT skills with the ability to analyse and manipulate data to produce informative 
reports. 

• Ability to organise and prioritise own workload without supervision, working to meet tight 
and often challenging deadlines. 

• Ability to work well within a team and on own initiative 

• Ability to establish and maintain effective working relationships with other colleagues in 
the wider organisation 

• Good attention to detail 

• Desire to improve skills and knowledge through on-going training and development 

This position deals with a variety of problems and therefore the ability 

 

BUDGETARY AND RESOURCE MANAGEMENT 

 

• Have a personal duty of care for all equipment and resources used  

 

MANAGEMENT , SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES 

 

• Attend all mandatory training 

• Comply with all policies, procedures, and protocols 

• Pay regard to materials and equipment 

• Carry out duties with due regard to the Equal Opportunity Policy 

• Seek advice and support from team members whenever necessary. 

• Participate in regular reviews/meetings to gain feedback on progression 

• Be aware of the regulatory requirements relating to staff working for the company  

• Ensure that the policies, protocols, and guidelines are met.  

 

  



 

RESEARCH AND DEVELOPMENT  

 
Service Development & Improvement 

• Identify areas for improvement and participate in quality improvement within the 
organisation.  

• To have an integral part in driving the development of systems for the collection and 
analysis of sources of data  

• The post-holder will be able to suggest ways of service development and improvement, 
based on their knowledge and experience 

• An expert in data quality checks, methodical approach to data integrity and the 
willingness to research to prove that information has been validated, ensuring 
information is accurate and of a high standard 

• Promoting quality reporting methods including recommendations and driving change 
where necessary  

• Desire to improve through training and development 

 

EFFORT -  

 
This post holder, will daily, be seated using a PC.  However, there will be times during the week 
where the post holder will be expected to physically attend meetings in other parts of the Trust.   
 

TRUST VISION & VALUES 

DO NOT AMEND THIS SECTION  
The Trust is clear on its vision and values and aims to make sure that they are reflected in all areas 
of activity. Our vision is simple; building healthier lives. Our values apply to every member of staff 
and help us in all we do and how we do it. They are: 
 

Kind: The kindness that people show to each other every day 
Connected: The connections we build with everyone around us 
Bold: The ability to be bold in how we think, speak and act 

ADDITIONAL INFORMATION 

This job description is designed to assist post holders with understanding what is expected of 
them in their role. University Hospitals Birmingham NHS Foundation Trust may ask them to 
undertake other duties, as required, which are not necessarily specified on the job description, 
but which are commensurate with the grade of the post.  
 
The job description itself may be amended from time to time in consultation with the post holder, 
within the scope and general level of responsibility attached to the post. 
 
All post holders must take responsibility to ensure that they are aware of and adhere to all Trust 
policies, procedures and guidelines relating to their employment regardless of their position 
within the Trust. 
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PERSON SPECIFICATION  
JOB TITLE: Data Analyst 

TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS 

ESSENTIAL  DESIRABLE 

• Educated to A level standard plus 2 
years’ NHS experience gained in data 
analyst post 

 

• Previous experience of presenting 
complex data in a user-friendly 
format  

 

• Extended experience of working in a 
healthcare or similar administrative 
environment 
 

• Exceptional negotiating skills, with the 
ability to influence others 

 
 

EXPERIENCE & KNOWLEDGE 

ESSENTIAL DESIRABLE 

 

• Production of key performance 
indicator reports 

 

• Experience of presenting complex 
data in a user-friendly format 

 

• Thorough Knowledge of Microsoft 
Office Access and Excel 
creation/manipulation of pivot 
tables/charts  

 
 

• Experience of Endobase, Microsoft TSQL 
and Microsoft SQL Server Reporting 
Services (D) 
 

• Knowledge of Endobase, Microsoft TSQL 
and Microsoft SQL Server Reporting 
Services 

 

SKILLS & ABILITY  

ESSENTIAL DESIRABLE 

 

• Excellent IT skills with the ability to 
analyse and manipulate data to 
produce informative reports 

 

• Ability to prepare and present 
complex data to varied audiences 

 

• Problem solving and analytical skills 
 

 

  



 

OTHER SPECIFIC REQUIREMENT   

ESSENTIAL  DESIRABLE 

• Excellent interpersonal skills 
 

• Ability to understand end-user 
requirements and to communicate 
technical information to a non-
technical audience 

 

• Good numeracy skills 
 

• Ability to organise and prioritise own 
workload without supervision, 
working to meet tight and often 
challenging deadlines 

 

• Ability to work well within a team 
and on own initiative 

 

• Ability to establish and maintain 
effective working relationships with 
other colleagues in the wider 
organisation 

 

• Good attention to detail 
 

• Desire to improve skills and 
knowledge through on-going training 
and development 

 

• Exceptional negotiating skills, with the 
ability to influence others 

 

• Car owner/driver 
 

 
 
 

 
 
 
 


