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Role Description & Person Profile 

	Job title:
	Data Coordinator

	Reports to:
	Sue Martindale

	Location:
	Flexible Hybrid Working arrangement with office facilities at Dunston, Nr Stafford

	Direct & Indirect Reports:
	Corporate Project Managers & Consultants

	Role Overview
	The successful candidate would need to be detail-oriented and proactive Data Analyst.  The role is pivotal in supporting the delivery of high-quality data services to Kite dairy farmer clients.  Responsibilities include managing data collection, processing and verification.  The job will include reporting and communicating to various projects including cost of production and other farm data analysis. 


	Key Responsibilities: 
	· Administration and delivery of data for key projects
· Maintain group list for data collection areas, allocate data collectors to specific projects.
· Liaise with third parties to ensure completion of data collection.
· Upload, analyse, QC and produce data reports.
· Ensure data meets submission deadlines and identify risks to delivery and deadlines.
· Circulate farmer reports and calculate business wide averages.
· Liaise and resolve queries for consultants and farmer clients about data reports.
· Create data literature and powerpoint presentations for farmer meetings.
· Input accounts and data for Kite’s Cost of Production programme.
· Enter actual vs budget data for Agricultural monitoring programme.
· Design and develop reports in response to business and client needs.
· Contribute to effective project planning and execution.
· Ability to offer solutions using analytical and organisational skills.
· Ensuring high level of quality control and assurance



	Budget Responsibility:
	None



	Person Profile/Knowledge 
Experience, any formal qualifications and necessary keys areas of knowledge or experience.

	Essential
	Desirable

	Experience of data analysis
	Good working knowledge of financial statements

	Strong analytical thinking and problem-solving ability
	Some agricultural knowledge

	Great organisational and time management skills
	

	Advanced MS Excel, Power BI, PowerPoint and Word skills
	

	Analytical ability with good logic and numeracy skills
	

	Key Behaviours
	· Effective Time Management
· Ability to work to deadlines under pressure.
· Excellent communication skills (verbal & written)
· Ability to learn, understand and apply new technologies

	Other Factors
Travel, shift pattern, working hours, Licence type etc.
	Full-time position 8.30am-5pm Monday to Friday
Would also need to travel to meet with colleagues etc.
Full clean driving licence required.











Our beliefs are bold, our ideas innovative and our people are positive and passionate.  We believe the UK dairy will continue to succeed and prosper by embracing the principles of #People#Planet#Profit.  

Team:  Our team culture value the roles that every individual plays in the wider team and business.  We value those who dare to think differently, who bring ideas and innovative solutions and who are inspired by working with great people and great farmers.
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