EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Data Steward
Department: Business Services
Grade: Single Status 10
Responsible to: Data Architect
Purpose of the Role:
The Data Steward plays a key role in helping East Sussex County Council make better, more informed decisions through the effective use of data. Sitting within IT & Digital and working closely with the Data Architect and Business Intelligence teams, the role supports services across the Council by ensuring that critical datasets are accurate, well governed and trusted. 
The Data Steward acts as a bridge between technical data specialists and service teams, helping colleagues understand, manage and use their data confidently and responsibly. By championing data standards, improving data quality at source and supporting the flow of reliable information into reporting and insight tools, the role directly contributes to improved service delivery, statutory reporting, performance management and transparency. It is a hands on role that offers the opportunity to influence how data is valued and used across the organisation, supporting a growing data literate culture that ultimately improves outcomes for residents, partners and staff.
Key tasks:
1. Monitor and improve data quality across designated datasets, ensuring accuracy, consistency, completeness and timeliness in line with ESCC data standards.
2. Identify data quality issues, investigate root causes, and work with system owners to agree remediation action plans.
3. Apply and promote recognised data governance principles including metadata management, retention, reference data control and access permissions.
4. Maintain catalogue entries, dictionaries and definitions for corporate datasets, ensuring alignment with statutory, regulatory and organisational standards.
5. Work collaboratively with data colleagues to ensure datasets are optimised for business intelligence, reporting and operational use.
6. Coordinate extraction, cleansing and preparation of data from line‑of‑business systems, ensuring it meets requirements for transformation, integration or reporting.
7. Support the development and improvement of end‑to‑end data flows and processes, advising teams on good practice.
8. Document business rules, validation criteria, data flow diagrams and dataset specifications so that data requirements and constraints are clearly understood.
9. Analyse trends in data quality, usage and structure, producing clear documentation, recommendations and reports for managers and stakeholders.
10. Contribute to the preparation of statutory returns, performance reporting, audit responses and organisational data reviews by ensuring source data is reliable and well‑controlled.
11. Liaise proactively with customers, stakeholders and colleagues and participate in the development of effective working relationships.  
12. Provide advice, training and guidance to colleagues across departments to improve understanding of data quality roles and responsibilities.
13. Promote a “data‑literate culture” by explaining data concepts in accessible language, helping staff use data effectively and responsibly.
14. Liaise with Information Governance, Performance Teams and stakeholders to ensure consistent approaches to data management across shared datasets and integrations.
15. Plan and organise own work having regard to the effective use of resources and safe working practices.
16. Contribute to data improvement projects and cross‑council initiatives, representing the Information Management viewpoint.
17. Support risk and issue management for data assets, escalating concerns appropriately.
18. Maintain systems and records for designated service area; accurately inputting and retrieving data as required and ensuring that it is stored securely and confidentially where appropriate and that entries are kept up to date.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. RQF level 2 in Maths and English Language.
2. Experience of using Power BI and/or Tableau business intelligence tools, creating and managing dashboards.
Essential key skills, abilities, knowledge, experience, values and behaviours
3. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
4. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
5. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.  
6. Ability to work collaboratively as a member of a team and be able to develop professional relationships across teams and services to achieve shared aims. 
7. Ability to use technology as part of the role including Microsoft 365 Office Suite including Outlook, Excel, Word, PowerPoint, Microsoft Teams and devices: laptops, corporate iPhones and surface hubs.
8. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
9. Ability to use research to inform the content of reports where appropriate, and the ability to produce clear and accessible reports to be shared with managers. 
10. Ability to demonstrate resilience, an example of which could be responding to a difficult situation. 
11. A commitment to professional and personal development.  
12. Knowledge of the Data Protection regulations including an understanding of data storage and retention schedules, and a commitment to maintain confidentiality. 
13. Knowledge of the types of policies, procedures and legislative requirements relevant to service area. 
14. Awareness of the principles of safeguarding procedures for children and/or vulnerable adults. 
Desirable key skills, abilities, knowledge, experience, values and behaviours
15. IT Service Management best practice qualification, service area qualification or equivalent experience.
Document version control:
Date created/amended: March 2026
Name of person created/amended document: Nicky Wilkins 
Job Evaluation Reference: 14590
Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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