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JOB DESCRIPTION

	 Job Title:  
	Data Quality Officer

	Grade / Role:
	Professional 3A

	Reports to:  
	Senior Community Risk & Performance Analyst

	Section:  
	Risk Management 

	Department:
	Strategy 



	
Job Summary


	
The Data Quality Officer is responsible for ensuring accuracy and consistency 
of data used within the Risk Management team. The role supports the Community Risk & Performance Analysts within the Risk Management team to ensure effective delivery of their workplan from a data quality perspective. 

The role requires assessment of data integrity and where required to implement 
technical and process quality improvements. This involves access to large volumes 
of data, understanding how it is authored, tracking progress and resolving issues, 
within the context of an overall data process and policy.

The Data Quality Officer actively contributes to ensuring data used for strategic and 
operational purposes is governed in a compliant, effective and risk-based manner





	
Responsibilities and Duties


	
· Quality check the Internal Recording System (IRS) and other datasets for known issues
· Engage with operational staff to make data corrections, answer data quality queries, provide on-site training to develop quality assurance
· Ensure data captured, maintained and stored meets required quality or legal standards
· Report on data quality issues using PowerBi
· Monitor and action the IRS failed submissions queue
· Complete reviews of aspects of IRS e.g. question and answer lists
· Liaise with Community Risk & Performance Analysts and ICT Teams to maintain internal IRS
· Liaise with MHCLG FaRDaP helpdesk
· Support and facilitate any changes to data collection processes, including modifications to questions or systems, to ensure high data quality.



	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· The location of the role is WMFS Headquarters, however there is a requirement to attend fire stations to deliver regular training.





	
Role related knowledge, skills and experience


	
Essential 
· Experience of data quality checking e.g databases, spreadsheets, file systems 
· Understanding of data governance requirements
· Clear communication that delivers understanding of need for accurate and consistent data
· Ability to question and challenge, put forward new ideas and gain buy in through key working relationships
· Experienced user of Microsoft Office suite, particularly Excel and Word
· Briefing and training of data users to improve understanding and consistency of data quality processes
· Basic user of PowerBi
· Understanding of SQL
· Awareness of datasets relevant to risk management planning





	
Qualifications


	Desirable

· PowerBi
· SQL




	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Standard DBS
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