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	Job title
	Data Intelligence Specialist (University Reporting)

	Department
	Student Records, Reporting and Management Information Systems

	Responsible to
	Student Records Manager

	Responsible for
	N/A

	Grade
	UHI Grade 6

	Location
	UHI House, Inverness 



	Job objective

	This role has a key focus in designing, developing, and maintaining high quality data reports and dashboards that support decision making across UHI and its academic partners.

This role focuses on transforming complex data into clear, actionable insights using SQL Server, SSRS, and Power BI. Operating in the university’s reporting environment, the post holder will ensure reports are accurate and timely to support staff in effectively driving educational and operational outcomes.



	Key duties and responsibilities

	· Design, develop, and maintain user-friendly operational and strategic reports using SSRS and Power BI.
· Develop and optimise SQL queries, stored procedures, and views to improve data quality, accuracy, and report performance.
· Test and validate reports to ensure reliability and consistency of data outputs.
· Produce and maintain technical and end-user documentation to support ongoing use and system maintenance.
· Continuously identify opportunities to improve and streamline reporting processes and tools.
· Provide end-user training and demonstrations, helping colleagues understand and make best use of available reports and dashboards.
· Provide full lifecycle support for reporting queries and troubleshoot technical issues.
· Manage user access and permissions for the reporting environment.
· Identify, manage and report on risks associated with the role.
· Participate in the UHI performance and development review procedure.
· Take due care of yourself and others in respect of Health & Safety.
· Attend training courses that may be identified as necessary by your Line Manager.
· Such other duties, temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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