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	Job specification

	Data and Digital Assistant

	
	

	Job Title : Data and Digital Assistant

	

	Responsible to Information Manager
	

	
	

	Purpose
	

	

	


The Data and Digital Assistant supports the organisation’s data and digital initiatives, focusing on maintaining high standards of data quality, record-keeping, and document management.  
The role involves working closely with the Information Manager to ensure that data and records are managed in compliance with regulatory standards and internal policies. 
The Data and Digital Assistant plays a crucial role in ensuring that the organisation’s data assets are protected, well-organised, and accessible to support informed decision-making.
Location:  	Homebased with frequent travel to Manchester

	Area of role and description
	Performance expectations

	Data and Document Management
· Document Management: Oversee the organisation and management of data and digital-related documents, including data dictionaries, reporting guidance and process guides. Ensure that all data and digital -related documentation is up to date, easily accessible, and stored securely.
· Record Keeping: Support the creation and maintenance of accurate records in line with regulatory requirements and internal policies. Ensure that records are archived and retrieved according to organisational guidelines.
· Data Quality Monitoring: Assist in monitoring and maintaining the quality of data by identifying and rectifying inconsistencies or errors. Collaborate with data owners to ensure data is accurate, reliable, and consistent across all systems.
· Personal Data Protection: Ensure that personal data is managed and sensitive information safeguarded in line with organisational guidelines.
	
· Up-to-date and accurate documentation relating to data records

· Easily accessible documents both digitally and paper related

· Assisting the business to understand the requirements for document management and to organise this accordingly

· Understanding of regulatory requirements and internal policies with regards to data and documents

· Regular auditing of data and documents in line with data and document retention guidelines

· Regular auditing and correction of data issues identified

· Regular auditing of personal and sensitive information in line with organisational guidelines

	
Stakeholder Management and Engagement
· Stakeholder Support: Act as a point of contact for data and digital, providing guidance to internal teams on best practices for record-keeping and document management. 
· Data and Record Integration: Support the integration of data management and record-keeping systems to ensure that data is centralised, accessible, and easy to manage. 
· Project Support: Provide support for data and digital projects, ensuring that documentation is accurate. Work alongside and provide feedback and support across the organisation on processes and projects.
	

· Liaison point between data team and the wider organisation with regards to data and document management

· Support provided to Data, Digital and Technology team across data and document management areas

· Utilising Project Management Tools to support stakeholders across multiple projects

· Creation of UAT scripts on new projects and system updates to use across all teams


	Administrative Support
· System Support: Assist with system administration to support with data and digital team. 
· Requisition Support: Assist with raising of Purchase Orders and invoice related queries.
· Project Support: Support in testing of new processes and systems. Assist with data mapping exercises. Assist with production of project documentation as required.
	
· Set up and remove users across various systems

· Set up new suppliers and raise Purchase Orders as required

· Produce training material as appropriate to assist with the implementation of system and process changes

· Participate in testing activities as required and document outcomes of the testing



	Personal Specification

Essential
· Strong understanding of document management systems and record-keeping best practices.
· Familiarity with data protection regulations (e.g., GDPR) and compliance requirements related to data and record-keeping.
· Excellent organisational skills with attention to detail, ensuring the accuracy and consistency of data and records.
· Ability to handle sensitive and confidential data with discretion
· Excellent communication and stakeholder management skills, with the ability to engage both technical and non-technical stakeholders.
· Stakeholder Engagement: Ability to manage relationships across the organisation

Desirable
· Basic understanding of data governance frameworks and their application in an organisational setting.
· Preferable educated to degree level with strong analytical skills
· Experience in data governance, data management, or records management roles.
· Experience in a housing association or social housing.
· Familiarity with Housing Management or Finance systems 
· Experience of involvement in organisational projects
· Familiarity with project management methodologies and tools
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