Data Systems Officer Job Description

Job title: Data Systems Officer

Job location: Global

Reports to: Data Quality and Capture Manager
Direct reports: N/A

Department: Data analytics and reporting team (DART)
Directorate: Operations, finance, and performance
Job hours: Full time

Job purpose

The Data Systems Officer will work within DART to support data capture and management
of the Programme Portal and Sightsavers organisational output data collection system.
The post holder will be responsible for the day-to-day operation and maintenance of their
system, including user support and overseeing the submission of data for Sightsavers’
projects across more than 30 countries.

The Data Systems Officer will also support key team members with the further
development and integration of this essential organisational system into programme
monitoring and reporting work. As Sightsavers continues to develop and strengthen its
organisational data capture systems and processes, the post holder will advise and
support these developments.

It is anticipated the position will involve some international travel of up to 4 weeks per year.
Principal accountabilities

Manage the content of Sightsavers’ programme information systems, ensuring it is
complete and up to date

e Create and support maintenance of project & programme sites ensuring all information
remains up-to-date and accurate

e Supporting mapping of project indicators to organisational standard indicators and
adding all indicators to project sites
e Support staff in uploading documentation to project and programme site

Develop and maintain programme systems induction and support processes

e Maintain user guidance and induction materials
e Provide both initial and ongoing training and support to system users
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e Manage the team’s service desk for system support requests
e Support DART members to ensure service desk is aligned to current operational support
needs

Administrate the quarterly submission and consolidation of programme data

¢ Track data submissions and compliance with reporting deadlines
¢ Liaise with Country Offices and other colleagues to address queries and errors
e Enter and approve data within the system as required

Support the ongoing development and integration of organisational data capture
and monitoring systems

¢ Advise on developments to organisational data capture systems and processes

¢ Liaise with Monitoring, Evaluations and Learning (MEL) team to streamline and
strengthen data submission processes and improve compliance

e Support data change processes and liaise with Data Analysts in DART to ensure a
smooth quarterly and annual reporting process

e Support DART user acceptance testing (UAT), including the production of testing plans,
scripts and leading testing of programme systems

e Work closely with business integration process (BIP) and suppliers to ensure smooth
and successful test phases

Programme data quality

e Support the development and implementation of processes that support good practice
and high quality in data management for our programmes

e Work closely with project implementation, design, and monitoring teams to ensure that
standardised data management tools are integrated in projects

e Support on developing country office data management and capture capacity through
training and guidelines

The principal accountabilities are not meant to be an exhaustive list of tasks. The need for
flexibility is required and the job holder is expected to carry out any other related duties
that are within the employee's skills and abilities whenever reasonably instructed.

Jobholder essential knowledge, skills, and behaviours

Knowledge (education and related experience):

Essential
o Working experience or an undergraduate degree in relevant field
o Experience of working on IT systems development and support
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o Experience reviewing or testing software

o Demonstrated knowledge of writing effective guidance for a non-technical audience

o Experience of delivering training and/or supporting staff learning in different
contexts (face to face, online)

o Understanding of international development issues and commitment to equality of

opportunity for disabled people
o Written and spoken English

Desirable

o Written and spoken French or Portuguese

Skills (special training or competence)

Essential

o Demonstrated ability to communicate technical information to a non-technical
audience

o Good understanding of data or statistics

o Good analytical skills with the ability to identify important issues and communicate
those to colleagues

o Demonstrated experience with DHIS2 or similar health management information
systems

o Proficient in using the Microsoft Office suite: particularly Excel and Word

o Ability to effectively prioritise work in a high-pressure environment with competing
deadlines

Desirable

o Experience using Power Bl or other data visualisation software

o Experience using Power Apps, Commcare, or other mobile data capture software

o Experience using SharePoint and MS Teams

Core behaviours

o Enthusiastic about the role data must play in supporting organisational decision
making

o The ability to review and correct data with accuracy, precision and high attention to
detail

o Excellent planning and organisation

o A great team player and self-starter

Key relationships
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Internal
o DART (Data Analysis and Reporting Team) staff

o Country and regional programme staff

o Business Integration Processes (BIP) team

o Monitoring, Evaluations, and Learning team

o NTDs, Programme Finance Team (PFT), fundraising, and communications team
External

o External suppliers

Date as of: June 2022
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