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	Job title
	Data, Insight and Development Lead 

	Salary
	£30,000-£38,000 depending on experience 
(Pro-rata where applicable)

	Contract
	Permanent

	Hours 
	37.5 Hours per week 
(Part-time Min 25 hours will be considered) 

	Location
	Hybrid 



Citizens Advice Bradford & Airedale and Bradford Law Centre is a large, busy service based across 3 sites in Bradford and Keighley. We help individuals and communities tackle the problems of everyday life which, if left unaddressed, could lead to homelessness, destitution, detention or deportation. We specialize in social welfare law and hold Legal Aid contracts in Housing, Welfare Benefits and Immigration and provide specialist kevel advice in Debt.

Join our Team! 
We're looking for a curious and analytical Business Analyst to join our team and help us understand how our services work, where they can work better, and how technology and data can support the tens of thousands of people who come to us for help each year. 
 
About the Role 
To lead the development and continuous improvement of the organisation’s data, insight and reporting systems, ensuring that information is used effectively to improve services, demonstrate impact and support strategic decision-making. 
 
As our Data, Insight and Development Lead, you will work alongside operational colleagues, management and development teams, the postholder will combine data analysis with business analysis and service improvement. They will work with colleagues, partners and other stakeholders to understand needs, map processes, identify problems and opportunities, and define practical requirements before new systems, tools or ways of working are developed. 
 
The role will turn information from case management, telephony, digital and other systems into clear, accessible reports, dashboards and insights. These will help staff, managers, trustees, funders, commissioners, Citizens Advice and external partners understand service performance, client outcomes, emerging needs, risks, gaps and opportunities. 
 
The postholder will act as a bridge between operational teams and developers, ensuring that technology and data solutions address genuine user and organisational needs. They will support improvement projects from discovery through to delivery, including consultation, requirements gathering, testing, documentation, implementation and evaluation, helping new ways of working become embedded and effective. 
 
Other organisations may call this role Business Analyst, Business Improvement Officer, Insight & Improvement Analyst, Service Design Analyst, or Systems Analyst.

The role will also strengthen the organisation’s Research and Campaigns work by identifying emerging issues affecting clients and producing robust evidence to influence local and national policy. 
 
Through this work, the postholder will help establish data as a strategic organisational asset and promote a culture of curiosity, collaboration, continuous improvement, evidence-based decision-making and organisational learning. 


	Role Profile

	Key accountabilities
	Key elements & tasks

	Data Management and Systems
	Lead the development, implementation and continuous review of data collection and recording processes across the organisation.

	
	Ensure data is captured consistently, accurately and in line with Citizens Advice standards and investor requirements.

	
	Ensure compliance with data quality, GDPR and information governance requirements.

	
	Review existing systems and processes, identifying opportunities to improve data quality, efficiency and usability.

	
	Work with colleagues to embed best practice in data recording and information management.

	
	Develop guidance and support for staff to ensure accurate and consistent data entry.

	Data Analysis and Insight

	Work with service leads, managers and frontline teams to identify, capture and document business requirements for new and improved services, systems and processes.

	
	Analyse service performance, client demographics, advice trends and outcomes to identify patterns, risks, gaps, emerging needs and opportunities.

	
	Assist in monitoring organisational performance against KPIs, contracts and investor requirements.

	
	Analyse existing processes and systems to identify inefficiencies, duplication, risk and opportunities for improvement.

	
	Interpret complex datasets and translate findings into clear, actionable insight that supports operational and strategic decision-making.

	
	Design, build and maintain reports and dashboards that give services and funders the intelligence they need, using tools such as Excel, Power BI, Looker Studio or equivalent.

	
	Provide data and insight to support funding bids, contract reporting, business cases and the development of new services.

	
	Use data to evaluate service delivery and identify opportunities for continuous improvement.

	
	Produce guidance, training materials and documentation so that changes are adopted and sustained by the teams who use them.

	Reporting

	Produce regular operational, strategic and statutory reports for managers, trustees, staff, investors, Citizens Advice, commissioners and external partners.

	
	Develop dashboards, visual reports and performance information tailored to the needs of different audiences.

	
	Present complex data visually and accessibly using dashboards, charts, graphs, infographics and clear narrative analysis, making it easy for non-technical audiences to understand and use.

	
	Contribute to options appraisals, cost/benefit analysis and business cases that support decision making at management and board level.

	
	Prepare evidence for investment proposals, contract monitoring, annual reports and impact reporting.

	
	Facilitate workshops, interviews and user research sessions with colleagues, volunteers, clients and pa

	Research and Campaigns

	Work with advisers to identify emerging client issues through data and case evidence.

	
	Lead and support the organisation's Research and Campaigns work by producing evidence-based reports and briefings.

	
	Analyse client evidence and local trends to identify systemic problems and inform campaigning priorities and partnership working.

	
	Work with advisers to capture evidence that supports local and national campaigning activity.

	
	Build relationships with local partners, commissioners and decision makers to influence positive change.

	
	Represent the organisation at relevant meetings, forums and partnership groups.

	Training and Support

	Support colleagues to understand and use organisational data effectively.

	
	Deliver guidance and training on data recording, reporting processes and data quality.

	
	Keep up to date with developments in business analysis, data and technology, including the use of AI and automation in the advice sector.

	
	Contribute to a digital, data and innovation strategy that drives forward continuous improvement and delivers value for money services

	
	Work with your line manager to develop an annual learning and development plan which meets your development needs and the needs of the organisation

	
	Promote a culture of evidence-based decision-making across the organisation.

	
	Promote a culture of continuous learning and knowledge sharing.

	Partnership Working

	Work collaboratively with Citizens Advice colleagues, local authorities, investors, commissioners and voluntary sector partners.

	
	Promote Equality, Diversity and Inclusion in all aspects of service delivery and organisational development.

	Please note that this job description does not constitute a ‘term and condition of employment’. It is provided only as a guide to assist an individual in the performance of the job and is not included to be an inflexible list of tasks.
The Citizens Advice Service is a fast-moving organisation and therefore an employee’s duties may be varied from time to time. The post holder accepts that they may be required to work flexibly and undertake any other work or duties as may reasonably be required, within the scope of and commensurate to the nature of the post.




[bookmark: _8i9qyeg6sqj4]Person Specification 
(all criteria are essential unless otherwise indicated)
	Essential Experience (through paid or voluntary work) 

	Experience in an analytical, insight, performance, service improvement or similar role  

	Experience of managing, coordinating and improving data collection systems. 

	Experience of analysing complex datasets and translating them into meaningful, actionable insight. 

	Experience of identifying trends and using data to support service improvement. 

	Experience of reviewing and improving administrative or reporting processes. 

	Experience of working with databases, spreadsheets and reporting software. 

	Experience of producing dashboards, visual reports, charts, infographics or similar accessible data products. 

	Experience of writing clear reports, briefings or research papers for a variety of technical and non-technical audiences. 

	Experience of using evidence to support service improvement or organisational development. 

	Experience of coordinating projects or initiatives involving multiple stakeholders. 

	Experience of supporting or delivering staff or volunteer learning and development. 

	Ability to ask good questions, get to the bottom of what people actually need, and write it down clearly so that others can act on it 

	Experience of working within the voluntary, public or advice sector (or transferable experience). 

	Essential Skills 

	Excellent analytical and numerical skills. 

	Confident use of Excel to pull apart, check and present data, and a willingness to learn reporting tools such as Power BI or Looker Studio. 

	Ability to interpret complex information and translate it into clear, useful insight. 

	Excellent report writing, data visualisation and presentation skills. 

	Strong attention to detail and commitment to data accuracy. 

	Ability to explain complex data, insight and performance information clearly and accessibly to non-technical audiences. 

	Strong organisational and project management skills. 

	Desirable Skills 

	Knowledge of Citizens Advice systems (such as Casebook). 

	Working knowledge of Power BI, Looker Studio, Tableau or an equivalent reporting or visualisation tool.  Knowledge of SQL or other data querying tools. 

	Familiarity with SQL, Python or other tools for querying and manipulating data 

	Awareness of how AI and automation are being applied to service delivery. 

	Experience of Research & Campaigns work. 

	Experience of supporting staff learning or delivering training. 

	Experience of preparing reports for investors, commissioners or trustees. 

	Demonstrable experience in a business analyst or equivalent role, including requirements gathering, process mapping or writing user stories 

	Experience of supporting the delivery of change or improvement projects 

	Requirements for Role 

	An understanding and commitment to equity and the positive value of diversity and inclusion and its application to service delivery in the charity sector. 

	Ability to commit to and work within the values, aims, principles and policies of the Citizens Advice service in which equity and diversity is embedded throughout. 

	A proven commitment to the continuous professional development of self and wider teams. 

	Proven ability to keep up to date with technology and take individual responsibility for learning new technologies. 
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