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Job description

	Date:  January 2026 
	
	


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	PCPLPO004

	Section:

	Neighbourhood Services

	Job title:

	Monitoring and Data Analyst


	Grade:
	Grade 8


_____________________________________________________________________

Main purpose of job

To be responsible to the Programme Lead Officer for the provision of a comprehensive and effective monitoring and performance framework, including data collection and analysis of the achievement of targets and results in relation to the implementation of the PEACEPLUS Local Action Plan, financed through EU and managed by the Special EU Programmes Body (SEUPB). 

The postholder will specifically:

· Facilitate the monitoring and evaluation of targets and results for all funded projects within the PEACEPLUS Plan, ensuring compliance with programme regulations and in accordance with corporate, departmental and unit policies and procedures.

· Design, develop and manage suitable data collection systems, databases and processes to enable the collation and submission of performance data in relation to participation, equality, and impact of the PEACEPLUS Programme ensuring accuracy and reliability of information.

· Monitor, interpret and analyse performance information providing data analytics and producing reports, data and graphics for management, boards, committees, council, SEUPB and relevant stakeholder in a timely and cost-effective manner.

· Assist in the processing, preparation and submission of monitoring and progress reports claims to the Special EU Programmes Body on a monthly/ quarterly basis as required.

· Liaise with internal and external partners to address discrepancies and reconcile all project and programme data.

· Prepare high quality briefs, maps and documents containing evidence-based assessments of project progress and achievement of key performance indicators and any relevant advice and recommendations in support of PEACEPLUS work.

· Conduct verification, “on the spot” checks and audit visits to delivery partners and prepare for verification and audit visit from SEUPB and/or other auditing bodies under the PEACEPLUS Programme.



Summary of responsibilities and personal duties

1. Responsible for the implementation and management of data collection systems and processes to facilitate the recording of achievement of results for the PEACEPLUS Local Action Plan, ensuring accuracy and reliability of information.

2. Provide technical expertise on developing and maintaining monitoring, evaluation and information systems, databases, dashboards for all PEACEPLUS funded projects ensuring compliance with data protection and information governance regulations.

3. Lead the co-ordination of monitoring and performance activities and facilitate the submission, collation and capturing of monitoring and evaluation data from funded delivery partners ensuring high quality data.

4. Provide professional advice on datasets, data collation, statistics, analysis, data presentation, data protection, and data sharing documentation to ensure quality data collation and analysis.

5. Co-ordinate data capture and assign tasks across the PEACEPLUS staff and collaborate with cross-functional teams to understand data requirements and assign actions as necessary. 

6. Build innovative and effective approaches to solve analytics problems and communicate clear and relevant results and methodologies. 

7. Liaise with Project Managers and Support Officers on the status of monitoring and performance, highlighting issues and make appropriate recommendations. 

8. Establish baseline evaluations and monitor project aims, objectives, targets, and expenditure in compliance with data protection and information governance regulations.

9. Monitor, conduct and oversee statistical analyses using various software tools, such as Tableau or Power BI.

10. Monitor, interpret and analyse information and data to determine progress, identify trends and issues and produce reports, data, dashboards, and graphics for real-time and periodic analysis.

11. Present in-depth analysis to management, boards, committees, council, SEUPB and relevant stakeholders to support decision making in a timely, clear, and concise manner. 

12. Prepare monthly and quarterly monitoring returns as required to the Special European Union Programmes Body (SEUPB).

13. Regularly monitor programme performance in line with expenditure and ensure that potential risks and accountability of funded projects are effectively managed.

14. Undertake monitoring visits and inspection of programme funded activities as and when required by the Finance and Claims Officer.

15. Provide advice, guidance and training to staff and project delivery partners on the monitoring and evaluation systems and processes, data protection and regulatory requirements.

16. Oversee compliance with the council’s Data Governance guidelines, data and information regulations, policy requirements and General Data Protection Regulations, including liaising with the funder, consultants, data collectors, providers and users for permissions to collate data for service use.

17. Liaise with Information Governance, Legal and SEUPB on data and information governance agreements.

18. Assist with ensuring compliance of EU Programme administration procedures, including appraisal, management, and control of information and to co-ordinate all activities pertaining to audit checks.

19. Proactively identify opportunities for process improvement and optimisation of data analysis.

20. Liaise with the council’s Audit Governance & Risk Services (AGRS) regarding the council’s risk management strategy in relation to identifying, evaluating and the management of key risks on the PEACEPLUS Plan.

21. To collaborate with Digital Services to enhance data monitoring tools and systems.

22. Assist with the development and maintenance of a risk register and supporting risk action plans for PEACEPLUS programme and associated projects. 

23. Foster good working relationships and regular liaison with the Good Relations Unit; assisting to identify and develop key priorities which contribute to the objectives and business plan of the unit.

24. Collaborate with Digital Services to enhance data monitoring tools and systems.

25. Ensure good working relationships and regular liaison with stakeholders, statutory agencies, voluntary organisations, and other key partners. 

26. Monitor and analyse developments, industry trends and best practice in monitoring and data analysis. 

27. Ensure that systems, procedures, and practices are robust, transparent, accountable and rigorous and employ best practice. 

28. Represent the Programme Lead Officer as required, within the post-holder’s sphere of responsibility.

29. Motivate and manage any staff, that may be assigned, to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

30. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

31. Participate as directed in the council’s recruitment and selection procedures.

32. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

33. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

34. Undertake such other relevant duties as may from time to time be required.




[bookmark: _Hlk136852842]This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	PCPLPO004

	Section:

	Neighbourhood Services

	Job title:

	Monitoring and Data Analyst


	Grade:
	Grade 8


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:

· have a third level qualification in a relevant subject such as Information Systems, Business / Data Analysis, Statistics or an equivalent qualification, and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas, or
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following three areas:

a) developing, implementing, and managing monitoring and evaluation systems to meet the varying business needs of funded projects and programmes; 
b) monitoring progress and performance of multiple significant capital and revenue projects; and 
c) in-depth analysis of data, and compilation of reports, dashboard (including the use of business intelligence tools such as Tableau or Power BI), graphics and briefings to meet the requirements of internal and, or external organisations.

Desirable criteria

In addition to the above qualification and, or experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, either have a third level qualification in a relevant subject such as Information Systems, Business / Data Analysis, Statistics or an equivalent qualification and are able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in the aforementioned three areas (a) to (c); or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in the aforementioned three areas (a) to (c).

Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:

Analytical and decision-making skills: the ability to analyse complex data and take appropriate decisive action with an understanding of the possible wider corporate implications of such action. 

Budget and resource management skills: a knowledge of budget preparation and financial reporting. 

Communication skills: an acceptable degree of literacy, comprehension, and grammar, and previous experience of composing reports and letters at an operational level. The ability to communicate effectively with a wide range of audiences, both verbally and in writing, and to deliver effective presentations appropriate to the audience.  

Customer care skills: good interpersonal skills with experience in customer care principles and practice, and an awareness of the importance of responding to the needs of both internal and external customers. 

ICT awareness: a high level of computer literacy with evidence of previous experience in the use of software packages to assist in preparing data, analysis, and processing work. A full understanding of the field of finance and information systems with awareness of relevant new developments.

Partnership working skills: the ability to provide supportive and advisory communications and the capability to convey service information to others. The ability to work with a diverse group of other managers and professionals, both internally and externally, to meet common objectives. 

Systems and processes skills: the ability to review and implement monitoring and evaluation systems and the processes required to maintain the effective and compliant operational procedures for the directorate and to deliver up-to-date management information.

Team working skills: an effective team member who works enthusiastically with others to exceed agreed targets and objectives.

Technical knowledge: an operational understanding of the principles and methodologies of best value and knowledge of council structure, departments, their main functions and a general understanding of the council and committee structure.

Work planning and organisational skills: the ability to prioritise own workload and follow through programmes to ensure that work is satisfactorily completed. The ability to forward plan and effectively prioritise the work of the section. 
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