
 

 

 

Our vision is a society where dementia is wholly understood and accepted, enabling people living with dementia 
to be fully supported throughout the whole of their journey 

 
 

Job Title: Data & Outcomes Assistant  

Reports to: Head of Finance & Business Support/Deputy CEO 

Hours: 22.5 - 25 hours per week 

Scale Point: Scale 3 (£19,312 to £19,698) 

 

 Advert 

Do you care about people but also love detail? Better still do you loves data and systems? If you love to number crunch, 

then come and join our lovely bunch! 

This is a NEW role in a growing charity who have big plans and ambitions to support people living with dementia in an 

unprecedented way.   Would you like to be part of something special? 

In the last 3 years, despite a pandemic, the charity has managed to consolidate dementia services in the area into one 

central location – Sage House.  This is the first of its kind in the UK, and from this state-of-the-art Hub we are delivering a 

wide range of vital services which are all designed to provide innovative and empowering care, support, information, 

advice, and activities for those living with dementia and their carer’s. 

We are looking for a capable and highly motivated person to join our team. We are looking for a super-organised, 

efficient person who will work closely with the operations team to ensure excellent data quality in our database 

(Charitylog) and then report on the information.  You will have a key part to play in helping us collect and interpret data 

about the number and type of people our different services reach and the impact we make on the lives of those who 

engage with them. 

Do you have a positive attitude and excellent communication skills? GREAT! We want to hear from you.  You will also 

need a good level of experience of Excel to manipulate and interpret data, together with excellent customer care skills, 

an eye for detail and a strong work ethic. 

If you are interested in joining our high performing team and want to help us to deliver quality services, then we would 

be pleased to hear from you.   

To apply please complete the Application form and return it to Suzanne.Cole@dementiasupport.org.uk.  

If you would like to discuss the role in more detail, please speak to Sally Tabbner, Chief Executive on 01243 888 691. 

Closing date;    Midday 28th February 2022 
Interviews;    10th March 2022 
  

We cannot serve our diverse customers without firstly celebrating the diversity of our workforce. As an equal 

opportunity employer, we work hard to create an inclusive culture where everyone feels a sense of belonging. As a 



 

charity we welcome and value difference, so however you look, wherever you come from and whatever you watch on 

TV, we want to hear from you (although if it’s Bake Off or other things food related, we’d particularly like you to make 

contact). 

 

  Job Purpose 

The Data & Outcomes Assistant has a key part to play in helping the Charity collect and interpret data about the number 

and type of people our different services reach and the impact they make on the lives of those who engage with them.  

As well as allowing us to demonstrate impact, the qualitative and quantitative feedback we gather from our participants 

helps us review, develop and improve our services, ensuring they are fit for purpose and continue to meet need. 

Under the supervision of the Head of Finance & Business Support, the role is responsible for overseeing the Charity Log 

database. The role also will: 

 Become the Charity Log expert ensuring the system is reviewed regularly to capture the data required 

 Work with the operations team and support them with developing effective and efficient processes for 

recording service information and support the resolution of issues 

 Ensure that data is relevant, accurate, and complete by working closely with the operations team entering it 

 Ensure that regular Data Quality reports are produced within agreed timescales and that issues are highlighted 

to teams as required 

The Data & Outcomes Assistant maintains all necessary and appropriate records, files and processes to ensure the 

smooth and compliant data and outcome reporting of the organisation, focusing on accuracy and transparency and 

ensuring they are maintained in a timely manner. 

 

  Duties and Responsibilities 

This job description is a summary of the main responsibilities of the post and duties may change and vary from time to 
time to meet the needs of the charity and its customers. Responsibilities will include those listed below: 

Data Quality & Reporting: 
 To review, monitor and analyse data for Data Quality issues, involving the extraction and manipulation of data using 

excel 

 To ensure that regular Data Quality reports are produced within agreed timescales and that issues are highlighted to 

teams as required 

 Ensure that missing and invalid data reports are highlighted to the teams/managers within the agreed timescales. 

Identifying trends and training needs as part of the process. 

 Consider and support the development of tools which enable the capture of information evidencing the outcomes 

related from our service and activities for customers and carers 

 To support managers and the teams on Data Quality initiatives that will support Data Quality across the Charity  

 To respond to queries from team members and managers on any issues surrounding data systems and reports 

 Set up tools (e.g. online surveys/paper evaluation forms) to collect data from our volunteers and participants in our 

activities and services, which can be delivered in different ways. 

 To produce monthly dashboard reports committee/board meetings as required and within agreed timescales 

 To produce quarterly management data reports as required and within agreed timescales 

 To complete regular and ad-hoc Data Quality audit checks for all services 

 To work with staff to ensure that data is captured accurately and in a timely manner 



 

 To produce ad-hoc reports for services or fundraising teams to support the delivery of service and reporting 

requirements for Charitable Trusts  

 Provide support to team managers in running ad-hoc reports  

 To work with senior and team managers to ensure that reports produced are relevant and meet the needs of 

committees, the board and funding information requests 

 
 

System Maintenance & Training: 
 To be the lead system administrator for the Charity’s CRM system – Charity Log 
 To support staff with training and data quality issues with the Charity’s CRM system, including new staff and on-

going training updates for existing staff 
 To devise and deliver a programme of training for team system champions – reviewing the number of champions 

and consulting with managers when new champions are required 
 Review and update training guides when system updates are performed or as required 
 To oversee and action requests for system changes, including setting up new services or changes to data capture 

requirements for existing services 
 Remain up to date with all relevant legislation, to ensure the Charity is compliant 
 Be responsible for setting up new users and ensuring system rights are removed for leavers 
 Regularly review the system access rights of each user group to ensure they meet the needs of the team 
 Continuous review, evaluation and improvement of existing systems to ensure they meet service needs and are 

aligned to the charity’s needs 
 
 
General Responsibilities 

 Work to support the mission, ethos and values of the Charity 

 Be flexible and carry out other associated duties as may arise, develop or be assigned in line with the broad remit of 

the position. 

 Understand and remain up to date and compliant with all relevant legislation attaining to this position, including 

organisational procedures, policies and professional codes of conduct to uphold standards of best practice. 

Additionally, ensure the team remains up to date and compliant 

 Participate constructively in induction, regular supervision, appraisal and relevant training. To contribute positively to 

continuous improvement of services 

 Support equality and diversity and respect customers, clients, and other members of staff regardless of gender, age, 

disability, sexual orientation, religion or ethnic origin 

 Work collaboratively with others in all aspects of the work. 

 Maintain confidentiality in line with organisational policy in relation to customers, staff, and business sensitive 

information 

 Work in line with the policies and procedures of Dementia Support and act as a representative of the charity in all your 

duties 

 
 

  Knowledge, Skills and Abilities 

 Conscientious, self-starter, able to use own initiative and anticipate problems 

 Good working knowledge of database systems and MS Excel  

 Strong logic/reasoning skills – enjoys finding solutions to mathematical problems 

 Excellent attention to detail and ability to record information quickly and accurately 

 Ability to develop and maintain systems 

 Ability to liaise with and gain the trust and respect of a wide range of people at all levels 

 Good verbal and written communication skills 

 Good customer service skills, friendly, polite and courteous manner when dealing with people 



 

 Flexible, and willing to work in the constantly changing environment of a growing service-providing charity. 

 Ability to show tact and discretion when dealing with sensitive and confidential information and to apply data 

protection principles in working practice 

 
 

  Qualifications and Experience 

 Relevant qualification(s), or the ability to demonstrate appropriate skills and knowledge. 

 Experience working in a charity or not for profit organisation would be an advantage  

 Experience of using CRM systems including running reports 

 Experience of designing and maintaining systems 
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