	Job title: Retrofit Data Processor
	

	Line manager: Senior Project Manager
	

	Grade (if applicable): GRADE 3
	

	Direct reports: None
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	Role purpose:


	The Retrofit Data Processor is to provide accurate and timely collection, processing and reporting of retrofit-related data to support operational delivery, funding compliance and service improvement. The role ensures that asset, resident and project data is validated, maintained and transformed into useful insights that enable effective decision-making, supporting strategic planning and delivery of retrofit programmes.


	Key results:
Accurate processing and validation of asset, resident and project data relating to retrofit activity.
To conduct statistical analysis and identify trends, patterns, and anomalies.
Production of clear reports, dashboards and data summaries for internal stakeholders and funding partners.
Timely updating of retrofit progress, performance metrics and compliance information.
Effective liaison with contractors, project teams and data providers to resolve discrepancies and improve data quality.
Secure maintenance of data records in line with GDPR and organisational data standards.
Support to forecasting, audit checks and performance monitoring of retrofit projects.
Monitor key performance indicators (KPIs) and create automated tracking systems.
Assist in forecasting and predictive modelling as needed.


	Success metrics:
% accuracy of processed and validated data.
Timeliness of data uploads, reports and dashboard updates.
Stakeholder satisfaction with quality, clarity and usability of data outputs.
Reduction in data errors, missing information or audit queries.
Compliance with data governance, GDPR and internal standards.
Contribution to improved monitoring of KPIs such as completed works, funding claims and resident outcomes.

	About you:

You will be:

Highly organised with strong attention to detail and accuracy.
Confident working with large datasets, spreadsheets and reporting systems.
Able to interpret and present data clearly to non-technical stakeholders.
Adept at managing competing deadlines and prioritising workload.
A proactive problem-solver with a continuous improvement mindset.
Professional in your communication and able to build positive working relationships.
Able to maintain confidentiality and comply with data protection standards.


Qualifications required:
Essential:
· Experience in a data processing, data analysis or administrative role involving data accuracy and reporting.
· Strong IT skills, including Excel (pivot tables, lookups, formulas) and data entry systems.
· Experience using Power BI, Tableau, CRM systems or similar reporting tools.
· Ex Knowledge of SQL, data validation or data cleaning methods.
· Understanding of retrofit, housing asset data or construction project information.
· Familiarity with data warehousing and ETL processes
· Experience with Python or R for data analysis.
Desirable:
· Awareness of GDPR and data governance responsibilities.
· Knowledge of cloud-based data platforms
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