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Volunteer 
Data Analyst Officer 
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	 Role:
	Volunteer Data Analyst Officer 

	 Reporting to:
	Office Manager, Leah Clohesy 

	[bookmark: _heading=h.k6df7gji59pr]Time Commitment:
	This is a flexible volunteer role with tasks completed on a monthly, quarterly and ad hoc basis. The time commitment will vary depending on reporting schedules but will be agreed in advance with the Office Manager. 

	 Location:
	Based at our office in Barnards Yard, Saffron Walden 

	 Role purpose:
	To support the Office Manager and trustees by turning data into clear, useful information that helps us understand how the service is working and where we can improve. You’ll produce regular reports and carry out data analysis to help with decision-making, trustee updates, funding applications and service development, making sure the information we use is accurate, consistent and easy to understand. 





Key Responsibilities 
· Produce monthly phone statistics reports.
· Prepare quarterly KPI reports for presentation to trustee meetings.
· Carry out ad hoc data analysis to support operational understanding and decision-making.
· Develop clear, accurate and meaningful reports that can be used in funding applications and service development.
· Interpret data from multiple sources and present findings in an accessible format.
· Ensure data accuracy, consistency and quality across all reports.
· Support the Office Manager with any additional data or reporting requirements as needed.
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Skills and Qualities 

· Strong attention to detail and accuracy.
· Interest in data, statistics and analysis.
· Ability to interpret and present data clearly.
· Competent in using Microsoft Office and Google Workspace (particularly spreadsheets).
· Ability to organise and manage data effectively.
· Strong analytical and problem-solving skills.
· Ability to communicate findings clearly in written format.
[bookmark: _heading=h.kpzor5lb3ca8]
[bookmark: _heading=h.ebegavy1vp4z]Training and Support 
· Induction and support will be provided on internal data sources and reporting requirements.
· Guidance will be given on reporting formats and templates.
· Ongoing support from the Office Manager.
[bookmark: _heading=h.fub5cpljm30r]

Time Commitment
This is a flexible volunteer role with tasks completed on a monthly, quarterly and ad hoc basis. The time commitment will vary depending on reporting schedules but will be agreed in advance with the Office Manager. 
Additional Information 
This role is designed to be flexible and may be undertaken alongside another volunteer role within the organisation, subject to time commitments. This provides an opportunity for volunteers to develop a broader range of skills and contribute to multiple areas of the organisation where appropriate. 
Benefits of Volunteering 
· Gain experience in data analysis, reporting, and performance monitoring.
· Develop skills in interpreting and presenting real-world data.
· Build confidence using spreadsheets and data tools.
· Contribute to funding applications and service improvement work.
· Gain valuable experience relevant to roles in data analysis, administration, or research.

[image: ]  Application Process
Submit a completed volunteer application form by email together with a brief covering letter stating why you believe you are suited to the role. 

Application forms can be downloaded from www.uttlesfordca.org.uk or email recruitment@uttlesfordca.org.uk 

If you are an existing volunteer with Uttlesford Citizens Advice and are interested in taking on this role in addition to your current volunteering duties, you do not need to complete a new application form. Please email Leah Clohesy to express your interest and outline why you feel you would be suitable for the role. 

Want to chat about this role?
If you want to chat about the role further, you can contact Leah Clohesy by emailing leah.clohesy@uttlesfordca.org.uk or calling 01799 618846

www.uttlesfordca.org.uk
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