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Job Title

Monitoring and Insight Officer 
Job Status

Permanent /Full Time (part-time and job share options considered)

Salary 

£23,250-£25,000
Overall Role / Main Function Of The Job

The primary purposes of this role are to help Doncaster Chamber ensure that systems are in place to enable robust data capture about our impact, to collect and analyse this data and to ensure that we a) improve our services and performance in line with what the data is telling us, and b) report clearly to internal and external stakeholders on the Chamber’s impact particularly within the Education portfolio. 

The role also assists colleagues to fulfil reporting requirements; contributes to impact and evaluation reports; and helps us to collect insights from education settings and businesses locally and policymakers/influencers nationally so that we can continuously improve what we do and how we do it. 

Department

Education/Opportunities Doncaster
Reporting

Education Director 
Key Internal & External Relationships

	Internal

All teams

	External

Chamber members 

Specialist providers

Growth Hub 
Support agencies

DMBC (all related departments)

Partner and funding agency representatives



Supervisory Responsibilities

None
Main Duties & Tasks

· Manage the collection of the Chamber’s Opportunities Doncaster education and young people centred interventions and programmes Key Performance Indicator (KPI) data on a monthly basis, so that the senior management team and Board can scrutinise performance and delivery against its strategy. 

· Generate performance, policy and funding data reports for internal and external use and build dashboards and generate reports that will help us to monitor and identify trends among our customer and user groups. 

· Supporting with evidence and research in bid and proposal writing to secure funding opportunities 

· Working closely with marketing and communications team to inform our strategy to influence stakeholders and decisions makers  

· Develop organisational wide impact assessments and reports to demonstrate the impact of business support and development and the place the Chamber has in shaping and influencing change 

· Develop case studies that track interventions throughout Chamber services, to highlight and communicate the Chamber’s place in the region. 

· Develop and manage project case management database to ensure that it fully enables us to track, measure and analyse the impact our services have and provide guidance and support for staff using the system. 

· Help to develop and implement Doncaster Chamber’s monitoring and evaluation framework; monitor and generate insights into our impact using evaluation tools

· Interpret data from web-based questionnaire tools such as SurveyMonkey. 

· Field and facilitate external requests from other businesses and organisations to take part in research and consultations.

· Support the development of a learning and impact-driven culture 

· Develop effective ways of demonstrating our impact, including through innovative ways of displaying data. 

· Help to drive a learning and continuous improvement culture across the business. 

· Build relationships and collaborate with other impact and evaluation researchers

· Work with colleagues to ensure that Doncaster Chamber consults with and listens to those organisations and individuals we exist to support in order to improve our services to them. 

· Continually horizon scan to identify areas of growth and opportunity to support education, careers and employability provision across Doncaster feeding this into Board and SMT to inform strategic decision making 

This is not an exhaustive list of tasks and you may be asked to undertake any other reasonable duties in connection with the post and the Chamber’s needs. 
Person Specification

	
	Essential
	Desirable
	Assessment Method

A – Application/CV

I – Interview

	Significant previous experience in monitoring and evaluation in the education and business sector.
	(
	
	A

	Significant previous experience working with a CRM or case management database
	(
	
	A

	Experience in a work role of organising and analysing quantitative and qualitative datasets.
	(
	
	A

	Highly proficient use of Microsoft Excel, including pivot tables, graphs and advanced formulae.
	(
	
	A

	Excellent analytical ability and attention to detail.
	(
	
	A

	Knowledge of monitoring, evaluation and learning methodologies
	(
	
	A

	Strong data analysis skills including graphical presentation of patterns, trends and narrative.
	
	(
	A, I

	Ability to pull out insights from data and to make recommendations that will a) improve the way we collect and use data, and b) that will improve our impact.
	
	(
	A

	Strong belief in the role education and business partnerships have to raise aspirations of young people
	(
	
	I

	Ability to work independently and to initiate, plan and prioritise workloads and meet deadlines.
	(
	
	A

	Experience of helping a business/organisation evaluate its performance using KPIs
	(
	
	A

	Knowledge of the Theory of Change approach
	
	(
	A

	Knowledge and/or experience of Education settings and policy
	(
	
	A, I
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