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	`Title
	Data Management Coordinator

	Band
	Individual Contributor – Technical Support

	Grade
	T3 – Highly Skilled

	Job Family
	Engineering

	Reporting To
	

	Location
	  


	Position Objective

	We are seeking a Data Management Coordinator to join our Engineering team.
The role encompasses the management of our project documentation. Within our development projects, there are a large list of documents that support the development cycle. These require management through generation and review cycles. 

The project team will generate these documents, but we require support for formatting, controlling the review cycle, configuration control, minor changes and the controlled delivery of these documents to our customers.
This role requires strong written English skills, and the ability to work independently or collaboratively in a dynamic environments. 




	Generic Level Description

	General
	Under general guidelines and on own initiative, provides support services for line and or functional teams.  Performs complex duties requiring knowledge of subject matter and advanced understanding of department practices.

	Complexity
	Excellent written skills in the English language.

	Decision Making & Autonomy
	Has full autonomy to deliver to predefined objectives. Make decisions requiring analysis and interpretation. Modifies methods, techniques, and procedures to achieve desired results.

	Problem Solving
	Requires considerable judgment and creativity in resolving problems and making recommendations.

	Key Contacts
	Internal project team members.

	Communication
	Good verbal and written communication essential.

	Supervision Required or Provided to Others
	Works under general direction; guidance is available from others when sought.  


	Discipline Description

	Responsibilities Include

	The successful candidate will join our Engineering team as our librarian; responsibilities include:
· Projects documentation management

· Configuration control through our onsite tool. Training to be provided.

· Management of documents through a review cycle to meet project delivery dates

· Minor document updates post reviews from both internal and external stakeholders.
· Documentation formatting

· Data transmission and receiving

· Document cataloguing

· Standardising content 




	Knowledge, Skills & Abilities

	Required Skills & Abilities

	· The candidate will be able to demonstrate excellent English written skills.
· Well organised

· Able to meet delivery dates

· Experience of document authoring.
· Focus on delivering a quality service.



	Education & Experience

	Required Education & Experience
	Excellent writing skills – High English Language 
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