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	Position Title
	Data and Automation Analyst 

	Group/Portfolio
	Online Strategy Unit 

	Classification
	HEW 7

	Position Number
	TBC

	Reports To
	Senior Executive Officer, Online Strategy Unit 

	Employment Type
	Continuing 



1.0 Position Purpose

This position is located within the Online Strategy Unit at Griffith University and will be a key role in process improvement and automation in an evolving team developing and delivering new products for the University. 

This position will work collaboratively across the unit implementing evolving technologies and data to enable efficiencies and scalability of work processes.

The Data and Automation Analyst will work together with Project Managers, Senior Learning Designers, Senior Analyst Research and Reporting, Program Delivery Officers and other internal and external stakeholders to deliver projects.  

This position will work collaboratively to identify manual processes, bottlenecks, and inefficiencies across the business unit and deliver practical solutions to implement automation and process improvement initiatives. 

2.0	Eligibility Requirements

· The occupant of this position will hold a relevant undergraduate qualifications and relevant experience or an equivalent combination of relevant experience and/or education/training in data Analysis. Higher education experience is highly desirable but not essential. 	Comment by Tanya Stephenson: Just removed “extensive” here to match level
3.0	Key Responsibilities

· [bookmark: _Hlk89272230]Develop a strong understanding of University systems and technologies (PeopleSoft, Canvas, ServiceNow) and leverage these platforms to drive process improvements. 
· Work with large datasets across multiple systems to generate and improve insights in collaboration with stakeholders to inform decision making and continuous improvement across the business unit. 
· Provide advice regarding leveraging technologies including artificial intelligence to identify and drive efficiencies across the business unit. 
· Implement automation opportunities across business processes by analysing processes, workflows and data, collaborating with stakeholders to assess feasibility, developing automated solutions, and ensuring successful deployment of solutions to promote scalability. 
· Promote technology adoption and automation by sharing ideas, showcasing practical examples, and supporting the dissemination of innovative solutions that enhance processes and the student experience. 
· Collaborate with stakeholders to understand the student journey and identify opportunities for intervention to improve student engagement and retention. 
· Work with Digital Solutions to continuously improve data management and providing support of any system changes.
· [bookmark: _Hlk89273358]Ensure compliance with governance requirements by maintaining data quality standards, updating data documentation, and assisting with routine checks to ensure information is accurate, consistent, and compliant with university policies and procedures.
· Facilitate open communication and discussion between stakeholders, acting as a point of contact in support of program stakeholder engagement strategies and plans.  
· May be required to take on other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of the business unit.
· Support compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities

· Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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