HR191 POSITION DESCRIPTION

NOTES

e  Forms must be downloaded from the UCT website
e  This form serves as a template for the writing of position descriptions.
. A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Senior Data Analyst

Job title (HR Business Partner to provide)

Position grade (if known) Tbe Date last graded (if known) N/A
Academic faculty / PASS department | Commerce
Academic department / PASS unit DataFirst

Division / section

DataFirst Data Services and Operations

Date of compilation

2024-10-10

ORGANOGRAM

(Adjust as necessary. Include line manager, line manager's manager, all subordinates and colleagues. Include position grades)

Technical Officer
(Grade 8)

L AdminAssistant
{Grade7)

| |
gf;lafﬂ ) Senior Research Officer
: 1

| ] |
Senior Data Analyst Data Analyst Data Analyst
[Grade 10} (Grade 8) (Grade8)
L Part-Time Data Analyst{s)

PURPOSE

The main purpose of this position is to support DataFirst’'s Manager with data services and operations. The Senior Data Analyst will
take primary responsibility for administering DataFirst's Remote Access Secure Data Enclave to ensure the Enclave adheres to the
international “5 Safes” standard for sharing sensitive data (making sure that data, projects, people, settings, and outputs are “safe” for
use). They will be responsible for liaison with IT for service innovations and with DataFirst's Manager for service improvements. Under
the direction of the Manager, they will be responsible for data preparation. This will include training and mentoring of Data Analysts in
data preparation. In addition, the Senior Data Analyst will deliver DataFirst training courses in quantitative data analysis together with
the Director and Senior Research Officer.
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF 9 in Economics or Statistics or cognate discipline

Minimum experience
(type and years)

At least two years’ experience working with data to be shared in a restricted-access environment

At least two years’ experience in curating data for research, including data cleaning, data quality
assessment, data disclosure control and metadata creation

Demonstrable experience with DDI-compliant Metadata management software
Demonstrable experience with web-based data dissemination software programmes
Experience in training researchers in quantitative research methods

Skills

High-level competency in the Stata data analysis software programme
Training and mentoring skills

Knowledge

Familiarity with preparing survey micro-datasets for reuse
Knowledge of statistical disclosure control techniques
Knowledge of the DDI metadata schema standard

Familiarity with the protocols for sharing restricted-access data
Advanced knowledge of quantitative data analysis

license requirements

Professional registration or

Other requirements
(If the position requires the

to handle cash or finances’.)

handling of cash or finances, other
requirements must include ‘Ability

Competencies

Competence Level Competence Level

Adaptability/ flexibility Teamwork / collaboration 2

Analytical thinking/ Problem solving Communication

Conceptual thinking Building interpersonal relationships

Continuous learning Facilitating change

NININ|IN

Client/student service and support Coaching / Developing Others

NINININININ

Quality commitment

SCOPE OF RESPONSIBILITY

Functions responsible for

DataFirst's Secure Data Enclave: data preparation; applicant administration; output vetting, and training and
mentoring of Data Analysts in Data Services and Operations; delivery quantitative data analysis training
courses

Amount and kind of
supervision received

Supervised by DataFirst's manager: periodical communication and liaison

Amount and kind of
supervision exercised

Supervision of Research Teams in the Secure Data Enclave; supervision of Data Analysts being mentored

Decisions which can be
made

Final versions of datasets for online access and access in the Secure Data Enclave; Approval of research
output from the Enclave; Registration of applicants

Decisions which must be
referred

Decisions on Enclave upgrades and innovations must be made jointly with DataFirst's Manager

CONTACTS AND RELATIONSHIPS

Internal to UCT

H. Lynn Woolfrey, Manager, DataFirst (Line Manager); ICTS Infrastructure Team

External to UCT

Secure Data Enclave depositors and applicants; other data users; UCT IT Departments

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder

N/A

Direct Line
Manager/Supervisor

H. Lynn Woolfrey Wﬁﬁf«% +27216505707 | 2024-10-10

Area Line Manager

Cally Ardington GSAdargten +27216502749 | 2024-10-10
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