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Job Description

Post Title: 		Economic Intelligence Assistant
Post Reference: 	T178
Grade:   		H   
Duration: 		Permanent 
Reports to: 		Economic Intelligence Manager 




Job Purpose

To assist in the collation, analysis, and interpretation of data, ensuring a robust evidence base to inform strategic development decisions.. 


Competency Framework Level

	
	General Competencies

	All Staff
	· We do what we say we will
· We do it when we say we will
· We aim for excellence
· We keep people informed
· We strive to learn and develop
· We give and receive constructive feedback and act on it




Assistant

	
	Leadership & Direction

	Assistant
	· Takes ownership of assigned tasks
· Demonstrates proactivity to see beyond the task in hand, 
· Maintains enthusiasm and commitment 
· Lives out ‘what good looks like’ in all tasks and interactions
· Understands the customer need in their daily interaction and aims to deliver service excellence
· Learns from the experience of self and others








	
	Communication & Influence

	Assistant
	· Delivers a harmonious working environment with colleague via the handling of their requests 
· Anticipates the impact of their communication and adapts accordingly
· Captures a query and understand how this will translate to a solution 
· Feeds back on how a query has been resolved 
· Communicates respectfully with every level of stakeholder
· Understands the service level of delivery and respect attached to each interaction




	
	Experience & Technical

	Assistant
	· Supports the organisation on a day to day basis on defined projects or programmes
· Is gaining the technical knowledge / skills required to undertake their day to day responsibilities and is supported to access anything outside of their skillset
· Manages day to day relationships with other staff members within their field
· Is responsible for output of individual tasks





	
	Responsibility & Accountability

	Assistant
	· Has operational responsibility and accountability to Manager for their delegated tasks
· Has operational responsibility and accountability to (Senior) Manager for their delegated tasks
· Takes personal ownership of challenges/issues through to resolution

















Duties & Responsibilities
1. Assist in analysing, interpreting, and disseminating national and local data on key issues, including business, demographics, innovation, unemployment, and education and skills data, to inform the development of strategic  priorities..
2. Assist the Economic Intelligence Team to provide economic intelligence for the organisation and its partners using data and statistics.

3. Assist with relevant research and analysis to contribute to key work programmes and enquiries.  

4. Assist with the use of Geographic Information Systems (GIS) to create maps and graphic reports to help inform investment priorities. 

5. Assist with the development and implementation of data management systems to meet the requirements of the organisation and its partners.  
6. Assist the internal bid preparation and approval processes in respect of external funding opportunities, ensuring the preparation and submission of well-planned and high-quality bids.

7. Assist the business case development process by assisting with development of a strong evidence base, options analysis, and economic impact assessment, in accordance with HM Treasury Green Book guidance.
8. Assist with provision of information to support the Performance, Risk & Assurance Team with appraisal, and monitoring & evaluation.

9. Deputise for the Economic Intelligence Officer(s) where appropriate.

10. Undertake any other duties that may be deemed reasonable and necessary to meet the duties and responsibilities of the post and undertake any training that is identified as being required to achieve this.

11. To take reasonable care of your own Health and Safety and co-operate with management, so far as is necessary, to enable compliance with the health and safety rules and legislative requirements.

12. Work flexibly and undertake such other duties and responsibilities commensurate with the grading and nature of the post.

13. Ensure compliance with Corporate Governance procedures, procurement regulations and the Data Protection Act and behave according to the Employees’ Code of Conduct. 
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