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	Job Title
	Data Analyst

	Department
	Strategy and Planning Team

	Job Level
	UNNC Scale A level 3

	Job Family
	Administrative, Professional, and Managerial

	Contract Status
	Full-time outsourced contract (6 months) from 24 August 2026 to 29 January 2027

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours, Monday to Friday 

	Responsible to
	Senior Performance and Data Manager



Purpose of role
This Data Analyst role is to provide central support on university data preparation and analysis for university planning, performance and reporting within the Strategy and Planning Team. 
This role holder will be responsible for supporting effective data collection, cleansing and analysis, aiding internal and external data enquiries and working with departments across the university.

	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Provide data support on university planning
· Support university student intake plan and student number projection analysis, including data collection, aggregation and analysis. 
· Support relevant intake performance analysis, leveraging data preparation and analysis tools to conduct data preparation and presentation.
· Familiarize with relevant university systems to acquire, understand and validate the quality of data and perform data analysis tasks assigned. 
· Troubleshoot data consistency issues and implement prompt corrective actions.
	35%

	2
	Support Regular University Reporting
· Extract and prepare data from different data sources to support regular university data reporting requirements. 
· Understand and adopt different data standards and reporting formats with discretion of the different purpose of reports. 
· Ensure accuracy, timeliness and consistency of data provided. 
· Maintain a clear record of data preparation workflows, version iterations and relevant documentation to ensure consistency and traceability of data analysis.
	30%

	3
	Support ad-hoc data requests from different stakeholders  
· Respond to internal and external ad-hoc data requests from different units or stakeholders.
· Quickly understand the data needs, query relevant sources, and deliver clear, well-structured data outputs.
· Provide guidance and support to enquiries from users on access to the university data platform.
	15%

	4
	Performance Review Data Support
· Support on data collection and integration for performance review of faculties and key disciplines. 
· Consolidate data from different contributors into cohesive summary sheets.
· Maintain and support the documentation of supporting data as needed to enable data reports is well evidenced and traceable.
	15%

	5
	Other
· Maintain appropriate professional development, expertise and awareness;
· Undertake other tasks and responsibilities as may reasonably be required.
· Support office-wide activities or events as needed, such as meetings or delegation support.
	5%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Proven analytical skills for preparing and reviewing different types of data sets; Some hands-on experience in data analysis is expected.
· Proficient in Excel and PowerPoint.
· Aware of data tools such as Tableau, Alteryx, and understand their purposes. 
· Ability to produce clear visual representations based on business understanding;
· Awareness of data governance and data protection principles.
· Strong communication skills; Good oral and written skills in Chinese and English.
· Highly organized, logical and diligent. 
· Strong attention to details is essential.
	· Self-motivated and quicker learner.
· Proactive in learning new ways of working with data.

	Knowledge and experience
	· Experience in data cleansing and data analysis tasks or projects.
· Ability to plan, prioritize, multi-task and meet timelines.
· Experience in cross-departmental communications.
	· Experience of working in multicultural environment or higher education sector is a plus.

	Qualifications, certification and training (relevant to role)
	· Bachelor’s degree from a respected institution.
· Project/work experience in data analyst and related roles.
	· Professional qualifications or training in data analytics is a plus. 

	Statutory, legal or special requirements
	Understanding of the relevant professional, legal and regulatory requirements related to data work. 
	







	Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is friendly, engaging and receptive, putting others at ease. Actively listens to others and goes out of way to ensure people feel valued, developed and supported.

	Taking ownership
	Is clear on what needs to be done encouraging others to take ownership. Takes action when required, being mindful of important aspects such as Health & Safety, Equality, Diversity & Inclusion, and other considerations.

	Forward thinking
	Drives the development, sharing and implementation of new ideas and improvements to support strategic objectives. Engages others in the improvement process.

	Professional pride
	Is professional in approach and style, setting an example to others; strives to demonstrate excellence through development of self, others and effective working practices.

	Always inclusive
	Builds effective working relationships, recognising and including the contribution of others; promotes inclusion and inclusive practices within own work area.


	Key relationships with others
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Data Analyst
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Line manager


Role holder


Key stakeholder relationships


External Stakeholders
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