Wetstock Data Analyst 

Job Description
Title: Wetstock Data Analyst 
Purpose: 

Excellent, accurate data analysis and timely action is central to Fairbanks monitoring and wet stock management systems.  This role provides on the ground, day to day analysis and support to customers.  It is a vital part of enabling Fairbanks to deliver a top class service to its customers.   
· To take responsibility for analysing data from a designated number of sites, ensuring any variances flagged up on Exception reports are investigated and action taken within agreed timescales.  

· To deliver exceptional standards of service to customers, handling problems and customer enquiries about data, and ensuring they are kept informed (by phone and in writing) of potential issues and corrective actions in a timely and appropriate manner. 

· To produce required Area Manager / Management Reports.

Contract Type:  
Permanent 
Hours: 

Full time 37 1/2 hours / week
Location: 

Head Office, Skelmersdale, Lancashire
Salary:

Starting at £16,500 / annum
Reports to: 

Contracts Manager

Key Tasks:
	To deliver exceptional standards of service to customers


	1. Maintain excellent communications (by phone and in writing) with Customers at all levels.

2. Investigate all possible leak incidents ensuring all appropriate parties are kept informed at all times, in accordance with the Customer’s Contract..

3. Produce and send all /Management Reports within the agreed timescales of the Customer Contract.

4. Ensure Key Performance Indicators against Customer Contract are met.


	To analyse data from a designated number of sites, ensuring any variances flagged up on Exception reports are investigated and action taken within agreed timescales
 
	5. Take responsibility for analysis of data from your pre-determined allocation of sites. 

6. Investigate and, where appropriate, amend all unacceptable variances flagged on the Exception Reports.

7. Contact Customers, Facilities Management service provider and Contractors by using e-mail, telephone and written documents. Log contact and ensure that all instructions are confirmed by e-mail or in writing. 

8. Provide cover for other Team members during periods of absence or holidays, as instructed by Team Leader.

9. Ensure that all Equipment information logged within Wizard Database is correct. 

10. Set up new sites for data analysis within existing or new contracts as directed by the team leader’? 

11. Work to objectives and ensure personal and team targets are met.

12. Adhere to all Best Practice Procedures.

	Other Tasks
	13. Represent the Company at Industry Functions as appropriate.

14. Project Work as required.

15. Attendance of appropriate training events as required.

16. General admin:- filing, answering phone etc


Person Specification
	Qualifications
· 2 AS level or equivalent professional / vocational qualifications

· GCSE Maths and English grade C and above (or equivalent) 


	Essential 


	· Degree 

· HND /C or equivalent professional / vocational qualifications

· Higher level Maths (AS, A2, Degree or equivalent),  
	Desirable



	Skills
	

	Problem Solving and Innovation
· Identifies the existence and cause of problems

· Defines and analyses problems effectively

· Evaluates options critically and makes reasoned decisions or recommendations

· Implements decisions confidently
	Essential 



	Team Work
· Works well with other team members

· Adapts to behaviour of others to achieve team goals

· Negotiates to reach mutually acceptable outcomes

· Assertive but not aggressive
	Essential 



	Communication
· Strong grasp of English Grammar 

· Listens effectively to understand needs of others

· Able to build a good rapport with client

· Uses language and communication appropriate to situation and audience

· Presents and exchanges information clearly and accurately
· 
	Essential 



	Data Analysis & Numeracy
· Ability to interpret data 
	Essential



	IT
· Computer Literate – Familiar with or competent user of Microsoft Office (Word , PPT, Excel), internet and email 
	Essential



	Language Skills
	Desirable

	UK Driving Licence
	Desirable

	Experience
	

	Working in a service role dealing with customer enquiries and problems
	Desirable

	
	


	Personal Attributes
	

	Goal Orientated
· Sets and plans to achieve objectives

· Prioritises tasks to meet deadlines 

· Possesses good time management and organisation skills

· Able to absorb service knowledge

· Self starter – takes the initiative

· Takes responsibility for own learning and development

· Persists at tasks

· Able to cope with routine work
	Essential



	· Approachable Demeanour
	Essential

	· Strong sense of loyalty 
	Essential

	· Empathy with the core  of Fairbanks
	Essential


Fairbanks Environmental Ltd, The Technology Management Centre,Moss Lane View, 
Skelmersdale, Lancashire, WN8 9TN


