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Job Description Form
Data Analyst

Position Details
Position Number:		016145 
Classification:		Level 4
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Portfolio and Asset Services / Remote Aboriginal Housing / Planning and Program
Location:	Perth Metropolitan Area 
Classification Date:	
Effective Date:	March 2026


Reporting Relationships
This position reports to:
Principal Project Manager - Data, 015559, Level 7

Positions under Direct Supervision:
This position has no subordinates.

Role Statement 
This position is responsible for extracting and maintaining Aboriginal housing and infrastructure focused data from various systems and databases, analysing and interpreting the data and presenting facts and figures in response to the various needs of the Remote Aboriginal Housing branch.  
The role carries out a variety of data mining, data interpretation and reporting functions, and liaises with relevant stakeholders through the process.

Position Duties and Responsibilities
1.	Data Mining, Manipulation, Analysis and Reporting 
1.1	Extracts data from various databases such as property lists, tenancy and construction data, and analyses and interprets data and presents facts and figures in response to the various needs of aboriginal planning and programs staff.  
1.2	Manipulates Aboriginal housing and infrastructure planning and program data and undertakes critical analysis including comparative analysis and trend identification.
1.3	Investigates, evaluates, prepares reports and makes recommendations regarding the feasibility of current and future projects and business strategies. 
1.4	Assists with the analysis and reporting of capital works program planning and delivery. 	 
1.5	Provides data to the Manager for the purposes of verification and validation of information used for planning and reporting purposes.	 
1.6	Generates ad hoc and regular reports containing data and explanatory text in support of Aboriginal Planning and Programs business activities. 

2.	Data Management and Support 
2.1	Develops and implements appropriate corrective measures to ensure the accuracy and currency of Aboriginal housing and infrastructure focused data.
2.2	Assists in the development and management of systems used to monitor business performance relevant to Aboriginal Planning and Programs business activities.
2.3	Coordinates the development and implementation of mechanisms to ensure comprehensive, accurate, appropriate and timely data collection.
2.4	Creates and maintains data sets specific to various business needs and in the context of current and future needs. 
2.5	Maintains a database of facts and figures collected. 
2.6	Provides expert advice to stakeholders in relation to the analysis and interpretation of Aboriginal planning and program data.

3.	Liaison 
3.1	Liaises with users and internal stakeholders to provide ongoing support and advice regarding data integrity and improvement



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.


Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Ability to interpret and analyse data and identify trends. 
2.	Experience using MS Office products particularly Excel. 
3.	Knowledge of statistical methodologies and techniques. 
4.	Developed research and problem-solving skills. 
5.	Developed written communication skills, included a demonstrated ability in the preparation of reports and correspondence. 
6.	Demonstrated interpersonal skills, including the ability to liaise with a range of stakeholders. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
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