& OpenDoors

Job Description

Job Title: Data Quality Officer

Work Location: Withey

Who We Are

Open Doors is a Christian charity looking to recruit active, practising Christians to help meet the
growing needs of the persecuted church worldwide. Hostility, violence and abuse of Christians around
the globe ison the increase. Open Doors works in over 50 countries to ensure that those facing such
persecution are notforgotten but can stand strong to serve theircommunitiesand give life.

Background

The data team exists to provide information, analysis and reporting on supporters and income that
empower key decisions which achieve the strategic objectives of OD UK&I. This includes reporting,
analysis, data modelling, datadefinitions, datamanagement, process development, quality controland
data cleansing.

To do this properly we need healthy data we can trust. We a Data Quality Officerwho will supportthe
Data Team by conducting systematic maintenance of our supporterand other data to a high standard
of up-to-date accuracy and completeness. Thisrole willfocuson findingefficientways to identify data
anomalies and their causes and collaborate with colleagues to resolve quality issues and improve
systems with attentionto security and confidentiality.

Job Summary

The role is responsible for the ongoing systematic maintenance of our supporter and other data to a
high standard of up-to-date accuracy and completeness. The Data Quality Officer will use their
initiative to devise analysiswhichreveals and monitorsanomaliesin our data and will collaborate with
the Data Analyst to create and carry processestoameliorate them.

About the Team
To fulfil the key responsibilities associated with this job, this role will sit as a key role within the Data
team in Supporter Engagement directorate reporting directly to the Data Analyst, you will have key
relationshipswith:

e Data Assistant

e BusinessAnalyst

e (Other CRM Stakeholdersacross the organisation.

Hours

3 days perweek, 22.5 hours. Usually between 8.00am to 6.00pm Monday to Friday. This position may
involve some evenings and weekends for which TOIL (time off in lieu) may be claimed. Our policy is a
minimum of 40% of hours inthe office, with the remainderremote working.

Responsibilitiesand Requirements

e Adviseonpoliciesforeffective dataquality management.

e Adviseonformulation of workflows and other techniquesto ensure accurate and legitimate
data collection.

e Advise onthe minimum viable data setrequiredina variety of contexts.

e |dentifywhere datadoesnot comply withminimum viable dataset and resolve these.

e Assist with identifying duplicatesin a variety of contexts and assist with resolving these
where appropriate.

e Adviseonstrategiesto ensure nonduplication of data items.



e Liaisewith the Data Protection Officertoensure consentrecords (GDPR) are compliant with
ODUK&I policy.

e Work with the Data Protection Officer to support and inform ODUK&I Data Protection and
Security policy.

e FEstablishrulesand proceduresfortimelyinternaland external stakeholder data importation.

e Assistwith reportsand data extractionwhere appropriate.

e Monitorandanalyse information and data systems to evaluate their performance and suggest
improvementswhichwill protectdata quality.

e [Developasuiteofroutine checks/dataqueriestoidentify dataanomalies and work with Data
Analyst to devise a strategy for mitigation.

e (Correctand mitigate data errorand/or work with relevantteams to do so.

e Troubleshoot data-related problems and recommend / request maintenance or
modifications.

e Addressany otherdata quality related issuesas they arise.

The above job descriptionisaguide to the work the job holdermay be required to undertake but does
not form part of the contract of employment and may change from time to time to reflect changing
circumstances.

Applying Your Christian Faith to This Role

There willbe many ways youwill be able to apply your Christian faith and the outworking of your faith
to the context of Open Doors. The list below gives some of the expectations of this role but is not
exhaustive or intended to limityou:

e attending and contributing to daily devotions (this can be for the whole team or just smaller
departmental groups)
e participatinginretreats, daysof prayer and fasting, etc

e committing to private prayer for the work associated with this role, for the volunteers, and
closestcolleagues

e workinginsucha way to reflectbiblical principlesof leadership and service

e applyingbiblicalprinciplesof godly stewardship to operationalresponsibilities

e beingopenand obedientto God'svoice and direction in relation to any strategic matter and to
always seek His will above all else

e respondingtothe prompting of the Holy Spirit in making decisionsorcommunications.

Because of the essential Christian contextinwhich the role willbe performed, the role is subjectto an
occupationalrequirement under the Equality Act that the post-holder be a practising Christian. Each
working day will involve collective prayerand worship, togetherwith shared reflectionsonthe work of
Jesus Christ. Allmembers of staff at Open Doors are expected to actively participate in this shared time
and members of staff take itinturns to lead the act of collective worship.

Limits of Authority
To operate within the ethos and aims of Open Doors, adhering to budget parameters and the Open
Doors’ confidentiality agreement.

Key Attributes
The following represent key attributes we are looking for in the successful candidate:

Competency
e educatedto Alevel orequivalentincludingacomputing, ITor statistics related qualificationor
provenexperience inaData Quality role.
e experienceinworking as a Data Quality Officerina comparable context.
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e gastrongunderstanding of databases and data analysis procedures.

e tech-savvyand possessexcellenttroubleshooting skills.

e excellentunderstanding of data administration and management functions(collection,
analysis, distributionetc.)

e familiarity with modern database and information system technologies.

e proficientin MS Office.

e extensive experiencewith MS Excel.

e excellenttime-management skills.

e excellentinterpersonalskills, good communicatorboth written and verbal.

e g goodteam player withthe ability to inform and influence effectively bothinternally and
externally.

e expertiseinusing Microsoft Dynamics CRM an advantage.

e expertiseinusingMS SQL an advantage.

Character
e active practising Christian with the ability to lead devotionsas part of the staff rota
e able to work underpressure
¢ responsible and mature outlook
e highstandard of personal hygiene:clean, tidy and professionalappearance
e ability to work effectively asa team member

Calling
e committed Christian who is completely in sympathy with the calling and mission of Open Doors

Culture
e chemistry with Open Doors staff
e commitment to Open Doors' Core Values.

Enhanceddisclosure information may be requested fromthe DBS in the eventofa successful
application.
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& OpenDoors

Our Statement of Faith

OpenDoorsis an evangelical Christian ministry

Qur Trinitarian faith is enshrined and expressed in the historic creedsof the church:

We believe in God the Father Almighty, maker of heaven and earth;

and in Jesus Christ His only Son, our Lord,

who was conceived by the Holy Spirit;

born of the Virgin Mary:;

sufferedunderPontius Pilate;

was crucified, died and was buried.

He descendedinto hell,

the third day He rose again from the dead:

He ascendedinto heaven, and sitsat the righthand of God the Father Almighty,
from where He will come to judge the living and the dead.

We believe inthe Holy Spirit;
the holy Christian Church:;
the communion of saints;
the forgivenessof sins:

the resurrection of the body;
and the life everlasting.
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