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	Job Title:



Assistant Analyst
Pay Zone:



£15,500 - £16,444
Location:



Llanishen, Cardiff

Closing Date:


10 February 2012
Interview Date:


29 February 2012
Number of Posts:


1
Vacancy Reference No:

HE0060/612
Other relevant information:
Sandwich placement for 2012/2013 academic year.


Background
The Higher Education Funding Council for Wales distributes funding from the Welsh Government for learning and research in higher education institutions and for higher education to contribute to the culture, society and economy of Wales. It is leading a major programme of change in Welsh higher education, under the Welsh Government’s For our Future strategy.

Equal Opportunities

HEFCW warmly welcomes applications from all sections of the community.  Appointments will be made on merit.
Further Information

If you would like an informal discussion, in complete confidence, regarding this post please contact the line manager, Rachael Gray 029 2068 2243.
How to apply

Applications must be in the form of a completed application form addressing the requirements of the post and should be returned to: 

HR Department

HEFCW

Linden Court

Ilex Close

Llanishen

Cardiff
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CF14 5DZ

Tel: 029 2076 1861
Fax: 029 2068 2220
E-mail: hrdepartment@hefcw.ac.uk
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1.
Particulars of the Job
	Job Title
	Assistant Analyst

	Title of Line Manager
	Senior Funding Analyst

	Team
	Statistics

	Date of Description
	18/06/07

	Level
	7


	Statement of Overall Purpose

To assist in the collection and analysis of data so that HEFCW can fulfil its statutory funding obligations

To provide statistical support for HE funding and policy development




2. Key Activities Directly Linked to Overall Purpose

	2.1


	Assist in ensuring that comprehensive data are available on the students, staff and finance of higher education institutions in Wales. 


	40%



	2.2


	Assist in the calculation of HE funding for research and teaching. 
	15%

	2.3


	Develop programs and set up queries to produce statistics in response to regular and ad-hoc analysis requests for HEFCW, HE sector, Welsh Assembly Government and other organisations where necessary. 


	30%

	2.4


	Assist in the production of HEFCW publications to disseminate the information we have available to interested parties 
	10%

	2.5
	Carry out activities and fulfil responsibilities which contribute to the economic, effective and efficient operation of HEFCW including, but not limited to, responsibilities in respect of Information Security, risk management, financial regulation and Health, Safety & Environment


	5%


	3
	Resources Impacted On (i.e. budgets, people)

Responsible for ensuring data available is accurate and complete in order to allow HEFCW to carry out statutory funding obligations 



	4
	Minimum Capabilities Required to do the job ‘Fully Met’ or Equivalent Level of Knowledge



	4.1
	Qualifications

Must be participating in an IT or mathematical-orientated degree programme and have successfully completed the first two years.


	4.2
	Work Experience, Personal Qualities and Skills in Dealing with People

· Good SAS programming skills

· Good IT skills

· Some experience of presenting information both orally and in writing
· Understanding of data analysis 
· Able to think clearly and produce well defined solutions

· Ability to work accurately under pressure

· Able to meet deadlines

· Able to work effectively within a team.

· Good organisational skills

· Persuasive – able to ensure that institutions provide data to tight deadlines and provide guidance
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