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Job Description

Job Title:                            Operational Data & MI Reporting Officer (WLA 
Strategic Partnership)

Reports to:                        Head of Service Delivery

Grade Band: E

Location: Homebased with regular travel within London

Purpose

The Operational Data & MI Reporting Officer plays a critical role in supporting the 
West London Alliance (WLA) strategic partnership by providing robust, accurate and 
timely management information across multiple commissioned contracts. The 
postholder is responsible for collecting, analysing and interpreting operational data to
produce high-quality MI reports, dashboards and performance insights that enable 
effective contract management, support evidence-based decision-making and 
demonstrate delivery against agreed outcomes and KPIs. Working collaboratively 
with partner boroughs, commissioned providers and internal stakeholders, the role 
ensures data quality, consistency and compliance, while proactively identifying 
trends, risks and opportunities to improve performance and accountability across the
partnership.

Main Duties and Responsibilities

1. Data Analysis and Interpretation
Ability to collect, clean, validate and analyse complex datasets from multiple sources
Strong analytical skills to identify trends, patterns, risks and performance issues .
Ability to translate raw data into meaningful insights to support operational and 
strategic decision-making.
Experience in quantitative and qualitative data analysis techniques .

2. Management Information (MI) Reporting
Proven ability to design, produce and maintain regular and ad-hoc MI reports
Strong understanding of Key Performance Indicators (KPIs), service metrics and 
performance frameworks
Ability to ensure MI outputs are accurate, timely, consistent and aligned with 
organisational objectives
Experience producing reports for senior management, boards, commissioners or 
external stakeholders.
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3. Data Visualisation and Presentation
Ability to present complex information clearly using charts, dashboards and written 
narratives.
Experience using data visualisation tools (e.g. Power BI, Tableau, Excel 
dashboards)
Ability to tailor MI outputs for different audiences, including non-technical 
stakeholders.
4. Technical and Systems Skills
Advanced proficiency in Microsoft Excel (including formulas, pivot tables, data 
models and Power Query)
Working knowledge of databases and data extraction methods (e.g. SQL or 
equivalent reporting tools)
Experience working with case management systems, CRM systems or data 
warehouses
Ability to automate routine reporting processes where appropriate
5. Data Quality and Governance
Strong understanding of data integrity, validation and quality assurance processes
Ability to identify data issues and work with system owners to improve data accuracy
and consistency
Awareness of data protection legislation (e.g. UK GDPR) and information 
governance principles
Ability to handle sensitive and confidential data appropriately
6. Planning, Organisation and Attention to Detail
Excellent organisational skills with the ability to manage multiple reporting deadlines
High level of accuracy and attention to detail
Ability to prioritise workloads in a fast-paced or deadline-driven environment
7. Communication and Stakeholder Engagement
Strong written communication skills for producing clear, concise reports and 
commentary
Ability to explain data findings and performance issues in plain language
Ability to work collaboratively with managers, operational teams and senior leaders
Confidence to challenge data assumptions constructively and provide 
evidence-based recommendations
8. Problem Solving and Continuous Improvement
Ability to investigate performance issues and identify root causes
Proactive approach to improving reporting processes, systems and data usage
Ability to make practical recommendations based on data insights
9. Professional Behaviour and Adaptability
Demonstrates discretion, professionalism and integrity
Ability to adapt to changing reporting requirements and organisational priorities
Commitment to continuous learning and development in data analytics and MI 
practices
10. Fostering Relationships with Business Users
Demonstrate ability to foster new relationships with business users to proactively 
identify potential issues whilst advising on best practice.
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11. Contribute to effective Data Governance
This may include documentation of data quality, data management, data policies, 
business process management and risk management surrounding the handling of 
business data at Shaw Trust 

Other
To undertake any further training as identified in the Shaw Trust review procedures.
Ensure that safe working practices are followed in respect of COSHH and other Risk 
Assessment control measures.
Employees must comply with the provisions of ‘The Health and Safety at Work Act 
1974’ and must take reasonable care for the health and safety of themselves and of 
other persons who may be affected by their acts of omissions whilst at work.
Employees are also required to co-operate with their employer to enable them to 
perform or comply with any statutory provisions.  The Trust ’s efforts to promote a 
safe and healthy working environment can only succeed with the full co-operation of 
its employees.
To understand, comply with and promote Shaw Trust’s safeguarding policy and 
procedures. It is the responsibility of all employees to make the working environment
safe and secure for all.  Everyone must adhere to the 5 Rs in relation to possible 
abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can 
only ensure its dedication to the protection of vulnerable people with the full 
cooperation of its employees.
The Trust has a Diversity and Inclusion Policy and it is the responsibility of all staff to
comply with this.  The key responsibilities for staff under this Policy are set out in the 
Trust Code of Conduct.
To maintain the confidentiality about clients, staff and other Trust business. The work
is of a confidential nature and information gained must not be communicated to other
persons except in the recognised course of duty.  The post holder must meet the 
requirements of the Data Protection Act at all times.
To maintain awareness of risk and to take personal responsibility for ensuring that 
the Trust is not unnecessarily exposed to risk. To report any issues or concerns 
relating to risk and the effectiveness of the Trust’s risk management arrangements.
Be aware of, promote and implement Shaw Trust’s Risk, Quality and Information 
Security Management Systems.
To report to line manager, or other appropriate person, in the event of awareness of 
bad practice.
Recycle and manage energy within your environment in line with Shaw Trust’s 
Strategic aim to adopt green approaches and become carbon neutral.

This job description is intended to provide a broad outline of the main duties and 
responsibilities only.  The post holder will need to be flexible in developing the role in
conjunction with the line manager.  The post holder may be asked to carry out any 
other delegated duty or task that is in line with their post.
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Person Specification

Job Title: Insert Job Title
(E=Essential D=Desirable)

Operational Data & MI Reporting Officer

SKILLS AND CORE COMPETENCIES

Technical competency (qualifications and training)
· Educated to degree level and/or significant experience within a relevant field 

(E)
· Full membership of relevant professional body or willingness to work toward 

(D)
· Demonstrable evidence of Continuing Professional Development (E)

Experience

· Significant experience of Data Management and Reporting in Education or 
Youth Services (E)

· A proven track record of creating and using data analysis for performance 
and quality improvement (E)

· Extensive proved experience in Power BI and creation of reports and 
dashboards (E)

· Previous experience working with MIS / CMS systems (E)
· Experience working as part of a multi-disciplinary team (E)
· Experience of project management (D)
· Experience of communicating with relevant commissioners/funding 

organisations (E)
· Relevant experience of working at a management level in large third sector or

commercial organisation (D)

· Performance and relationship management experience obtained within a 
services environment (D)

· Embraces change and drives for continuous improvement (E)

· Skills and Attributes
· Excellent IT skills, including familiarity with Microsoft Office software and 

previous experience of working with databases (E)
· Strong Excel Skills (E)
· Ability to manipulate and translate complex data  (E)
· Strong verbal and written skills and ability to communicate concisely and 

effectively and confidence to present at senior level (E)
· Strong understanding of learning, skills and/or education funding systems  (E)
· Understanding of how to use data to affect change  (E)
· Ability to make suggestions to improve data collection / analysis (E)
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· Dynamic approach and solutions orientated (E)
· Enthusiastic, self-motivated and driven (E)
· Ability to think critically (E)
· Proven ability to handle confidential information and exercise discretion (E)
· Ability to see both the big picture and advanced attention to detail skills (E)
· Ability to interpret written information in a structured and balanced way and 

present it appropriately to the needs of the reader (E)

· Strong time management and organisational skills (E)

· Personal qualities, communicating and relating to others
· Excellent interpersonal, communication and presentation skills (E)
· Ability to work on own initiative, as well as in consultation and negotiation 

with senior managers and other stakeholders as required (E)
· Able to demonstrate being highly organised, have good planning skills and be

able to deliver to agreed target dates (E)

· Ability to communicate complex data into a readily accessible and 
understandable format both for internal and external stakeholders (E)

· Copes well in a rapidly changing environment (E)
· Flexible, adaptable and innovative (E)
· Demonstrates a passion to further the charitable aims of the organisation and

acts with integrity (E)

Safeguarding
· Be able to display an awareness, understanding and commitment to the

protection and safeguarding of young people and vulnerable adults. (E)
· This post requires a Disclosure and Barring Service Check at a Basic level

(E)
Other

· Have an understanding of and be able to demonstrate a commitment to 
Equal Opportunities and Diversity (E) Ability to travel on behalf of the Trust as
required (E)

· Good understanding of disability & health issues as barriers to work (D)
· Willingness to undertake travel throughout the 

UK, including occasional overnight stays (E)


