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WORLD JEWISH RELIEF
Job Description

	Job Title:
	
UK Programme Data Analyst

	Contract:

	Permanent

	Reports to:
	UK Programme Manager


	Line Reports:

	 None



About World Jewish Relief

World Jewish Relief provides life-saving and life-changing action to people in crisis around the world. Founded in 1933 and proud to have rescued over 65,000 Jews fleeing the Nazis, World Jewish Relief today supports vulnerable people from marginalised communities, suffering the consequences of conflict and disaster. We work with our trusted local partners to help people survive the consequences of conflict and disaster, to thrive and rebuild their lives. We deliver programmes using our expertise, with urgency to achieve maximum and sustainable impact for those within and beyond our community.

Last year we assisted over 179,000 people in 19 countries worldwide with life changing interventions. All of our programmes are delivered in partnership with local organisations rooted in their own communities. 

Our philosophy builds on this heritage and our values insist we support those both within and beyond the Jewish community in many of the world’s harshest environments recognising the dignity and potential of all people. 


The Department


Following a successful Emergency campaign to support Syrian Refugees in 2015 World Jewish Relief created the Specialist Training and Employment Programme (STEP) for refugees in 2016 and today we are the largest provider of specialist employment support to refugees in the UK. STEP aims to support and empower people with experience of forced migration through a tailored employment programme that addresses the complex barriers refugees face in preparing for, and ultimately finding, work in the UK. 

We support all refugees, regardless of their proximity to the labour market, to develop the skills and access the opportunities they need to secure sustainable and meaningful employment. We deliver a range of programmes in person and online. In addition to the employment programme for refugees and displaced people we have a programme for refugee women and asylum seekers




The Role

At World Jewish Relief we are developing the way we manage data as well as how we monitor and evaluate our programmes. Our aim is to increase automation, become more efficient, and improve user and partner experience. As UK Programme Analyst, you will be part of this transformation by being responsible for data management and reporting across UK Programmes.  You will be integral in all programme management, partnership management, and administrative tasks across UK Programmes. You will play a vital role in supporting the day-to-day management of the CRM database and customer digital journey as well as troubleshooting, data cleaning and preparing external and internal data reports.


Specific responsibilities:

The following is typical of the duties the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

CRM data stewardship and Database Administration 
1. Maintaining data quality on our CRM, understand how fields are captured, spot missing/incorrect values, and work with UK Programme teams and partners to fix source data.
2. To carry out routine data quality audits for missing data e.g, sub-status, advisor, manager, action plans, outcomes, attendance, and other critical reporting fields.
3. Implement secure, efficient and compliant data collection systems, ensuring excellent data quality and integrity, cleaning data and eradicating errors
4. Support partners to onboard and operate our CRM
5. To be the first point of contact with our CRM provider to troubleshoot and implement developments
6. Act as the first point of contact on the CRM and data reporting for STEP Employment Advisors and contacts across our delivery partnerships providing support and resolving queries effectively.
7. To provide training for the UK Programme team and partners on use of the CRM and reporting
8. Booking and managing the calendar of the internal and external calendars regarding data and the CRM: meetings with the UK Programmes team, partners, training and workshops.

Data Collection and Reporting 
9. Maintaining our “Pathways” database which holds pre-enrolment information on STEP programme participants
10. Support the STEP Programme Team Dashboard and other UK Programme reports: validating definitions, testing outputs, documenting assumptions, and feeding back bugs or data issues.
11. Leading on co-ordinating and working with our delivery partners to ensure they provide accurate and timely data and information for reporting
12. To prepare and facilitate all analytical reports for the UK Programme Team  as required. 
13. To produce tailored visualisations and reports (using tools like Tableau, Power BI, and SQL) which meet the needs of technical and non-technical stakeholders
14. To work with internal and external stakeholders to understand data requirements, validate data and ensure accurate reporting
15. To provide monitoring and evaluation reports to enable our communications team to promote our programmes and events and help with fundraising campaigns through surveys, outcomes, funder reporting, partner returns, data completeness, and evidence quality.
16. Work closely with Programme Managers to devise and implement quality feedback mechanisms and support with ongoing automation of Monitoring & Evaluation e.g surveys. 
17. Track and report on progress against Key Performance Indicators (KPI) 

Data Management and Programme Administration

18. Be the main point of contact for all data requests for UK Programmes
19. To monitor and audit data quality and ensure data quality standards
20. To present the work being carried out between programme staff, partners, data/tech colleagues and senior stakeholders clearly.
21. To be able to explain how we got to the data we present
22. To enable the digital onboarding of clients for our UK programmes 
23. Administer and support the development and implementation of our online learning portal. 
24. Identify ways to increase efficiency and optimise data collection processes through automated data workflows and efficient data pipelines, recommend changes and implement as agreed by the UK Programme Manager.
25. To liaise and work with the in house Tech team to ensure that UK Programmes is aligned with organisationally driven initiatives. 

Any other reasonable duties



Note: This is a job outline only and seeks to set out the principal purpose and functions of the role; it may therefore be subject to change.

















Person specification

	EDUCATION AND QUALIFICATIONS 
	Essential
· Minimum NVQ Level 3 or equivalent 


	KNOWLEDGE AND EXPERIENCE
	Essential 
· Previous experience in a data analyst role
· Good SQL or relational database experience
· Knowledge of statistical methodologies and data analysis techniques 
· Knowledge of data visualisation tools such as Tableau and Power BI for creating compelling visual narratives
· Experience of working in partnership with others to understand and meet their data needs
· An understanding of data protection issues and any regulations specific to your industry.
· Experience supporting and working alongside delivery partners 
· Demonstrable knowledge of monitoring and evaluation processes 
· Understanding of the issues and challenges faced by people with experience of forced migration in accessing employment 

Desirable
· Understanding of equal opportunities issues and their practical application.
· Experience of training and supporting system users
· Knowledge of programming languages such as Python or R


	
SKILLS & ABILITIES
	Essential 
· Excellent numerical, data manipulation and analytical skills to process large datasets and produce reliable reports
· Strong excel skills
· Ability to work with CRM/case management systems
· Ability to explain data issues clearly to non technical teams
· Presentation skills to present analysis in a visually appealing way that conveys complex data effectively to all audiences
· Excellent written and verbal communication skills to clearly convey findings and solutions
· Excellent attention to detail
· Cross-cultural sensitivity 
· Ability to work in and a team and to use own initiative.
· Excellent administrative, skills 
· Excellent problem-solving skills and a flexible approach to work
· Strong organisation and time management skills to meet project deadlines
· A solid understanding of safeguarding 


	OTHER
	Essential
· An understanding of, and empathy with, the values and work of World Jewish Relief. Specifically, the circumstances of refugees. 
· Ability and flexibility to travel within the UK to visit partners




 
Terms and conditions
· Salary: £31,000 - £33,000
· Hours: Normal hours of work are 9:00 am to 5.30 p.m. Monday to Thursday and 9.00 am to 3.00 p.m. on Friday. 
· Location: Hybrid working between our offices in NW2 and working from home. We encourage flexible working/working from home when and where appropriate.
Benefits 
· 23 days holiday plus bank holidays and Jewish holidays. After 2 years’ service holiday entitlement increases to 25 days. 
· Pension scheme – we contribute 5% to the World Jewish Relief pension scheme. 
· Life Insurance – up to 3 times salary to nominated beneficiaries
· Health Cash Plan – cash back to cover the costs of dental treatment, optical care, specialist consultations and a range of complementary therapies
· Enhanced maternity & paternity pay 
· Employee Assistance Programme – free, confidential advice or support with any personal or work related concerns or free counselling if needed
· Season ticket / travel to work loan 
· Cycle to Work Scheme 
· On Friday the office closes at 3pm
Safeguarding 
As this role has contact with vulnerable groups, it is subject to a satisfactory Disclosure and Barring Service (DBS) check and references.  
World Jewish Relief is participating in the Inter-Agency Scheme for the Disclosure of Safeguarding-Related Misconduct in Recruitment Process within the Humanitarian and Development Sector. We will therefore seek information about safeguarding-related misconduct (i.e. sexual exploitation, sexual abuse or sexual harassment) that a candidate has been found to have committed when we obtain references from successful applicants.
Equality, Diversity and Inclusion
World Jewish Relief promotes equality, diversity and inclusion in our workplace. We invite and welcome applicants from diverse backgrounds. We encourage applications from candidates of different ethnicities, socio-economic backgrounds, race, gender, age, disability, sexual orientation and of faith or none that meet the criteria set out for this role. 

You don’t need to be Jewish to work for us, but you must be committed to our faith-based values of Justice, Kindness, Repairing the World and Welcoming the Stranger. We are inspired by these values to work beyond our community, recognising the dignity and potential of all people. 


Application questions

As part of your application, we ask you to demonstrate your suitability for the role by answering the following question in your cover letter:

· Why does this role appeal to you and how do you meet the criteria in the person specification
Closing date: 24th June
Interviews will be held in week commencing 29th June
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