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Job Purpose
Reporting to the Associate Vice President, Finance and working in collaboration with the Information Manager, Enrolment Planning and Strategic Analysis, the Information Manager, Reporting Systems and Analytics manages the transformation of data into user-friendly, actionable information through the development of analytics and business intelligence systems, reporting, dashboards and metrics critical to support evidence-based decision making at all levels of the University.   The Information Manager, Reporting Systems and Analytics takes a lead role in managing the collection and submission of enrolment and graduation data to the Ministry of Advanced Education and Skills Development (MAESD) as a condition of the University’s receipt of operating grant funding.  The Information manager, Reporting Systems and Analytics represents the University at the Council of Ontario University (COU) and Council of University Planning Association (CUPA) committees and its relevant subcommittees, providing input and support for new policy and funding opportunities, and advising Trent leadership teams on changes to existing government policy and funding strategies.  The Information Manager, Reporting Systems and Analytics will engage in the collection, analysis, interpretation and dissemination of institutional and market data for operational and strategic planning, decision making, assessment and reporting.  This position also provides backup and support to the Information Manager, Enrolment Planning and Strategic Analysis.  
Key Activities
Government Funding and Policy Analysis

1. Verify the accuracy of Core Operating Grant, Differentiation and Special Purpose funding allocations.

2. Advise university departments and provide analysis and support for interactions with government in relation to ongoing operating grant support and other government funding initiatives.

3. Proactively monitor the external environment to support planning and decision making including developments in government funding and higher education research, and advise Senior Management of potential implications of proposed or pending changes.

4. Represent Trent at the COU and CUPA committees and any of their relevant subcommittees.

5. Analyze data and prepare reports for external agencies including the MAESD, the COU and CUPA, including reports that may be used for assessment of performance and compliance which in turn determine University funding.
Business Intelligence (BI) Administrator
1. Determine and manage the design, development, implementation and maintenance of Business Intelligence (BI) streams and pathways, such as dashboards, reports and analytics that best address issues, requests and university requirements.

2. Manage security and access to dashboards and reports that reside in the enterprise reporting website.

Database Administrator
1. Determine and manage the design, implementation and maintenance of the Office of Institutional Planning and Analysis reporting infrastructure, including MS-SQL databases, data warehouses and cubes.
2. Manage security and access using software such as MS Excel, MS Power Pivot, MS Access, MS Power BI and R.

3. Collaborate with colleagues university-wide to facilitate the resolution of data issues and analyze potential impact on institutional reporting.
4. Manage the office’s data dictionaries, data extraction/manipulation and diagnosing and resolving data integrity issues.
Enrolment Submissions

1. Verify accuracy and submit quarterly enrolment data, min-max and graduation submissions to the MAESD for operating grant funding purposes.

2. Manage and prepare supporting documentation for the annual enrolment audit.
3. Collaborate with University departments to facilitate the resolution of data issues and analyze potential impact on enrolment data that could affect funding.

4. Coordinate and prepare University reporting on enrolment.

Institutional Reporting and Analysis
1. Collaborate and advise with a variety of University departments and committees on data analysis projects such as Cyclical Program Reviews, Responsibility Centred Management (RCM), Strategic Enrolment Management (SEM) reporting, Strategic Mandate Agreement (SMA), Finance for budget purposes and Board of Governors reports.

2. Access and manipulate large and diverse electronic data sets for the purpose of analysis, interpretation, creating reports and appropriately responding to requests for information on a broad range of activities within the organization.

3. Prepare accurate, professional reports that clearly communicate information to intended users at all levels of the organization.

4. Collaborate with colleagues university-wide in evaluating and enhancing end-user reporting capabilities.  
5. Coordinate the integration and use of datasets collected and housed by various operational arms of the university to create a centralized “hub” for institutional information used in decision making.

6. Work with and assist data analysts of other departments to ensure the data integrity and quality (accuracy, relevance, reliability, consistency, completeness, timeliness, etc) of institutional information used for decision making across the University.
Student and Alumni Survey Analysis

1. Assess and report on student needs, engagement and satisfaction through various internal and external survey methodologies.

2. Coordinate administration of external surveys including Common University Data Ontario (CUDO), Canadian University Survey Consortium (CUSC), Canadian Graduate and Professional Student Survey (CGPSS), Graduate Program Outcomes Survey (GPOS) and Ontario University Graduate Survey (OUGS).
Resource and Data Management
1. In collaboration with the Information Manager, Enrolment Planning and Strategic Analysis, responsible and accountable for developing and managing the Office of Institutional Planning and Analysis work plan to ensure that all routine projects and functions can be completed accurately and in a timely fashion, while also accommodating daily requests and issues.

2. Oversee the collection, analysis and reporting of data necessary for institutional policy analysis, strategic planning and decision making.

3. Collaborate with departments and committees in the development of reporting streams and frameworks that assist the organization in closely monitoring its core activities and achievement of its strategic goals. Ensure that weekly reporting related to admissions and enrolment is both accurate and timely.

4. Manage, and where possible make improvements to, the process of coordinating and responding to internal data requests for use in institutional planning, evaluation, operational improvements, predictive analysis and decision making.

5. Coordinate and respond to external data requests from government agencies and other associations.

6. Advise owners of data and information in improving data quality institution-wide.
Analytical Reasoning
Analytical work requires very complex analysis and highly developed reasoning skills to solve a broad range of diverse and complex problems.  Situations are broad in scope and lack standard practice to resolve, thus requiring the recognition, analysis and creative definition of practical solutions.  Logical and critical thinking is often required to define problems, develop alternatives, propose, plan and implement solutions.
Example:  

The creation of a tool for the Director, Recruitment and Admissions that predicts the number of offers to be made to yield the capacity of capped programs.  The tool incorporates conversion rates, retention rates, melt rates, changes in program and enrolment over a 4-year period to create the projection.

Database/BI project work requires collaboration with university departments and understanding of university processes and data definitions to properly design system-based reporting solutions and underlying data infrastructure.  All solutions must consider the impact, cost effectiveness and benefits before implementation.

Example: 
The Admissions data warehouse was created to combat the multiple sources of the same data that were used around the University.  Unfortunately, the reports from these data sources did not always match.  The admissions data warehouse is now considered the source of admissions data for institutional reporting.  The process of creating the data warehouse was complex and required a high level of thinking, reasoning and forethought to determine the end user’s experience.  The end result is a combination of 100+ (and growing) static and dynamic reports that front line staff to senior management are able to access for their daily routine or for strategic initiatives.  Power users are able to access the data directly to create their own reports and analysis if required.  

There are a number of data requests that require historical information from the student information system. The Information Manager, Reporting Systems and Analytics is responsible for determining the appropriate method to extract the data and store it at intervals for historical purposes.  The data is often required within short time frames and needs to be provided in a format that is user friendly and easily accessible.  

Example:  
Application data is extracted at daily intervals to allow senior management to track progress in recruiting students.  The application data must be extracted from the institution’s report server (ELISIR), transformed into meaningful information and loaded into the Office of Institutional Planning and Analysis (OIPA) Admissions data warehouse.  The procedure includes determining correct table fields to be extracted, creating TSQL scripts to load and transform the data, creating Integration Services packages to run the scripts, creating Analysis Services multidimensional models, building report models for the end user, and creating jobs to run the packages on specific intervals.

Decision Making
The Information Manager, Reporting Systems and Analytics is required to make complex decision-making with little input from others and minimal supervision.  The Information Manager is required to collaborate with university departments and may have to negotiate with colleagues and stakeholders to properly define an analysis where experience, discretion and judgement are required.

Example:  

Requests for data, reports or analyses are completed with little to no supervision. The Information Manager, Reporting Systems and Analytics is expected to qualify requests to determine exact reasons for the results but the decisions made to get to the results is left solely to the discretion of the Information Manager.

The Information Manager, Reporting Systems and Analytics is responsible for deciding how to best extract, transform and load data.

Example:  
The Information Manager, Reporting Systems and Analytics determines the methodology for importing application data from the student information system into the SQL server with minimum impact on system and human resources. 

Impact
Impact on the organization is significant and long term.  Errors that go undetected may affect recommendations, decisions or actions, leading to a negative impact to the whole organization. Areas of potential impact may include the organization’s reputation.  Incorrect information could result in reduced enrolment and retention.  Ultimately, there is a significant reputational and financial risk to the institution if the Information Manager, Reporting Systems and Analytics is not strategic and effective in leadership, decision making and analysis.

Examples:  

Core Operating Grant (COG) funding from the Ministry is based on quarterly reports that must be verified and submitted to the MAESD.  The Information Manager, Reporting Systems and Analytics is responsible for collaborating with University departments to validate, rectify as required, and finalize each data submission.  Errors in this process would have financial implications.
Analyses that are performed for the SMA, SEM, RCM, Maclean’s survey or Board of Governors are subject to scrutiny and must contain accurate and appropriate data to be used to support strategic decisions that may have a lasting effect on university funding, reputation or policies.  Data quality and integrity is key to the University’s success.

OIPA provides administration and faculty with reports containing data and analysis to facilitate planning, policy formation and decision making. The Information Manager, Reporting Systems and Analytics is responsible for extracting the majority of the data in the reports from a number of data repositories. The data is often confidential and due to the number of data repositories, much of the data must be funnelled into one dataset.

Example: 
The Information Manager, Reporting Systems and Analytics provides application and accept data to senior management in order to track progress towards enrolment targets.  Additional resources may be allocated towards specific activities based on analysis from the data provided.  Improper allocation based on erroneous information may lead to operating deficits and improper allocation of limited and critical resources.
Education Required
Honours University Degree (4 years) in a related discipline - Computer Science, Business, etc.
Project Management Institute (PMI) Certification.
A Microsoft Certified Technology Specialist (MCTS) or Microsoft Certified IT Professional (MCITP) designation in MS SQL 2005 or later.
Experience Required
1. Minimum 5 years of project management experience.

2. Minimum 5 years of experience woking with student information systems experience in a post-secondary environment (preferably Datatel).

3. Minimum 5 years of experience working with Microsoft SQL 2005 Server or later, Integration Services and Reporting Services and Analysis Services experience.

4. Analytical problem solving ability with a thorough understanding of relational database design and function.

5. Demonstrated ability to use a variety of thinking skills to anticipate and solve problems.

6. Communicates clearly, concisely and correctly in the written, spoken and visual form that fulfills the purpose and meets the needs of the audience.

7. Ability to work as part of a team and to foster good working relationships with internal and external stakeholders.

8. Ability to take initiative and work independently with minimal supervision.
9. Ability to maintain confidentiality.
10. Experience with managing multiple tasks within a rapidly changing environment; demonstrated ability to manage the use of time and other resources to complete projects.

11. Experience with Ministry reporting, including quarterly enrolment submissions in a post-secondary environment.
Communication
Communication requires collaboration with University departments and stakeholders consulting on issues, presenting complex information, explaining analysis and rationale and making recommendations to Senior Management, faculty and staff.  Job responsibilities require communication with diverse contacts, internal and external to the organization.

Internal:
· Job requires contact with the President, Provost, Vice Presidents, Directors, Registrar’s Office, Deans, Associate Deans, Chairs, Faculty, Managers, Senior Tutors, Students, Financial Services, IT, Marketing and Recruitment, and Committees.
External:

· Job requires contact with external agencies for reporting requirements (Ministry of Advanced Education and Skills Development). For example, MAESD briefings and memos are interpreted and distilled down to the key messages and then communicated to the senior management team (SEM, PVP etc.) on how these findings will affect the university.

· Job requires contact with external auditors, COU, media and other post-secondary institutions.
Motor/ Sensory Skills
· There is a requirement for a high level of precision in motor or sensory skills with some tolerance level. Job duties include keyboarding throughout the day and require dexterity involving attention to detail and accuracy. 

· Keyboarding - a lot of time spent on the computer, using keyboard skills – attention to detail and accuracy required.
· Hearing/Verbal - communicate effectively with internal and external audiences
Effort

Work involves a high level of mental effort.  Work may require keyboarding for extended periods of time and long periods of sustained concentration, with multiple competing demands, changing deadlines and time pressures, frequent interruptions and distractions over which the job has some control. 

Mental:
· Sustained concentration - ability to maintain concentration on projects to ensure their completion in an accurate and timely manner.

· Multitasking/competing demands - ability to manage multiple and diverse projects with competing timelines; ability to prioritize tasks and adapt schedule for new priorities

Physical:
· Sitting - sitting for long periods of time working on computer, sitting in lengthy meetings
· Keyboarding - working on computer

Working Conditions
Physical:
· Sitting - prolonged sitting at desk

· Computer Use - repeated movements with mouse and keyboard

Psychological:
· Stress related to the institutional dependence on data to make decisions that affect enrolment and institutional reputation

· Stress related to meeting project deadlines and reporting deadlines
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