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Job Description Job title



Data Analyst



Group



Environmental Management



Section



Data Services



Responsible to



Data Services Manager



Responsibility for staff



None



Date



December 2012



Job Purpose This job exists to provide data analysis in terms of data management, quality assurance, analysis, utilisation, reporting and provision of data. The position incorporates a liaison role with other internal and external data providers and users to ensure data is collected and utilised in an effective manner. The position also incorporates the planning and completion of scientific, management and technical projects to facilitate Council decisions, and to enable Council to fulfil its obligations under the Resource Management Act 1991 and other appropriate legislation.



Functional relationships (relating to others) External



Purpose of contact with this person/s



•



Other Councils



•



Data sharing, coordination, use and advice



•



Government agencies (i.e. MfE)



•



Data sharing, coordination, use, advice and reporting



•



NIWA and other research institiutes



•



Data sharing, coordination, use, reporting and advice



•



Contractors



•



Data sharing, use and advice



•



Community and industry groups



•



Data sharing, use and advice



•



Independent data collectors



•



Data sharing, use



•



Equipment and software suppliers



•



Information support



•



Public



•



Data sharing and use



Internal



Purpose of contact with this person/s



•



Environmental Investigations



•



•



Engineering / Rivers and Drainage



•



Data supply, reporting, interpretation, use and advice



•



Communications



•



Data supply, interpretation and reporting



•



Consents



•



Data supply, reporting, interpretation, use and advice



Objective ID:



Data supply, reporting, interpretation, use and advice



•



Pollution Prevention



•



Data supply, reporting, interpretation, use and advice



•



Strategy



•



Data supply, reporting, interpretation, use and advice



•



Maritime



•



Data supply, reporting, interpretation, use and advice



•



Natural Resource Operations



•



Data supply, reporting, interpretation, use and advice



•



Corporate (IS and GIS)



•



Data supply, reporting, interpretation, use and advice



Key result areas The position of [position] encompasses the following major functions or key result areas: •



Operational Management



•



Relationship Management



•



Corporate Contribution



The requirements in the above key result areas are broadly identified below:



Key accountabilities Key accountabilities (job holder is responsible for) 1



Job Specific Accountabilities



•



Manage and analyse data to required standards using specialist software and tools. Complete data requests and reporting requirements for data using specialised data management applications. Plan, implement and complete specialist technical projects. Coordinate data delivery and use programmes for the regional data collection network. Develop data use and tools within Council and externally Assist with data collection programmes when called upon. Act as a rostered Flood Duty representative Occasionally required to coordinate and supervise contractors and students. Undertake any other relevant duties as directed by the Data Services Manager.



• • • • • • • • 2



Relationship Management



•



Establish and maintain close working relationships with internal and external contacts including Local Authorities, ratepayers, landowners, suppliers, consultants, and contractors.



•



Act as a representative for Council at appropriate conferences and seminars.



•



Provide evidence and act as an expert witness when called upon.



Key accountability measures (jobholder is successful when) •



•



• •



Data management and reporting is conducted efficiently and effectively, complies with relevant standards and fulfils legislative requirements. Advice, developments and implementations are based on sound research and analysis, and are provided in a timely and professional manner. Data provision in support of Councils flood and emergency management is maintained to recognised standards. Additional duties are completed to appropriate standards



•



Effective, professional relationships and partnerships are developed and maintained with internal and external contacts.



•



Professional image is conveyed in public forums.
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Key accountabilities (job holder is responsible for)



Key accountability measures (jobholder is successful when)



3



Corporate contribution



•



Promote the implementation of the Corporate Culture Statement, Leadership Model and Health and Safety Systems.



•



Corporate responsibilities are undertaken and completed accurately, meeting specified standards and within agreed timeframes.



•



Recognise individual responsibility for Workplace Health and Safety under the Health and Safety in Employment Act 1992.



•



Hazards are identified and all incidents and accidents are reported.



•



•



Meet the statutory responsibilities detailed in the Information Management Policy and Procedures standard.



Participate in any wellness programmes, such as stress management training and health monitoring.



•



•



Meet Bay of Plenty Regional Council’s statutory responsibilities for civil defence and emergency management.



Council records are created and maintained in corporate information systems, meeting specified information management standards.



•



Participate in any civil defence and emergency management training initiatives and assist with any civil defence emergencies, as part of Bay of Plenty Regional Council’s responsibilities for civil defence and emergency management.



Delegations In addition to any financial delegation outlined in the Council’s Delegation Manual this job: Does /



Does not control a budget



Jobholder can spend unbudgeted capital



Amount $ Yes



No



Amount $



Jobholder is responsible for committing the organisation to long term contracts Jobholder signs correspondence on behalf of the Council



Yes



Yes



No



No



Freedom to Act Guidelines and support available to assist the job holder to make decisions e.g. policy documents, standard procedures, reference to team leader or senior staff. •



Data management undertaken in terms of established procedures



•



Data analysis and interpretation undertaken independently but normally within established methodologies; advice obtainable from supervisor or specialist staff within BOPRC or appropriate external research institutes



Work complexity Most challenging duties typically undertaken and the frequency of it being performed: • • • •



Maintain a high level of data management and analysis with regard to environmental data and its use. Occasionally required to negotiate agreed support across differing programme requirements Occasionally required to act as an expert witness. Occasionally required to handle conflict situation with the public
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Person specification Minimum academic qualifications and experience required: Essential



Desirable (for recruitment purposes only)



•



A three to four year degree or other tertiary qualification with appropriate experience



•



Understanding of environmental processes and data



•



A clean and valid driver’s licence



•



Specific hydrological or other environmental statistical analysis training.



•



GIS knowledge



•



SQL or equivalent database knowledge.



•



Project management skills



•



Four wheel drive skills



Knowledge / Experience (indicate years of experience required as appropriate)



Essential •



A minimum of 3 years post qualification experience in data management and analysis with demonstrable statistical knowledge.



•



Experience working in a local government environment



Key skills/attributes/job specific competencies The following indicates what would typically be expected for this role at a competent level:



Working knowledge



Awareness



•



Knowledge of the Resource Management Act 1991.



•



An understanding of environmental processes and terminology.



•



Data collection, management and analysis ability



•



An understanding of environmental issues and data utilisation.



•



Project and time management.



•



A high level of computer skills



•



Communication skills



•



Community, cultural and political awareness.



Personal attributes / Key behaviours • • • • • •



Ability to work well in teams or independently Sound judgement and initiative A high level of communication skills with an ability to deliver complex data and information in an easily understood manner. Negotiation skills with ability to resolve conflicts Sound data analysis and interpretation skills Sound report writing skills



Other requirements 4



• •



Occasionally required to travel within or outside region. Required to be available on after hours flood call-out roster (24 hours). This requires carrying a pager and being able to respond within a defined time period.



Change to job description From time to time it may be necessary to consider changes in the job description in response to the changing nature of our work environment. Such changes, including technological requirements or statutory changes, may be initiated by the manager of this job with due consultation with the position holder. This job description should be reviewed as part of the preparation for performance planning for the annual performance cycle.



Recommended: ________________________________________ Manager



________________________________ Date



Approved: ________________________________________ Manager



________________________________ Date



Discussed with Incumbent:



________________________________________ Employee



________________________________ Date
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