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Standard in development
L3: Data Technician
Version 1.2

Title of occupation

Data Technician


https://www.instituteforapprenticeships.org/

UOS reference number
ST0795

Core and options
No

Level of occupation

Level 3

Occupational maps data

Route: Digital
Pathway: Digital Business Services
Cluster: Data Analyst Technician

Typical duration of apprenticeship

24 months

Target date for approval
31/03/2019

Resubmission

No

Would your proposed apprenticeship standard replace and existing
framework?

No

Does professional recognition exist for the occupation?

No
Regulated occupation

Is this a statutory regulated occupation?
No

Occupational summary

This occupation is found in all sectors where data is generated or processed including but not
limited to finance, retail, education, health, media, manufacturing and hospitality. The broad
purpose of the occupation is to source, format and present data securely in a relevant way
for analysis using basic methods; to communicate outcomes appropriate to the audience;
analyse structured and unstructured data to support business outcomes; blend data from
multiple sources as directed and apply legal and ethical principles when manipulating data.
In their daily work, an employee in this occupation interacts with a wide range of
stakeholders including colleagues, managers, customers and internal and external suppliers.



They would typically work as a member of a team; this may be office based or virtual. An
employee in this occupation will be responsible for collecting and processing data under the
guidance of a senior colleague or multiple colleagues across the business. This may vary by
sector and size of the organisation. An employee would mainly be responsible for their own
work but may have the opportunity to mentor others.

An employee needs to have access to data, to understand the importance of data to their
organisation and handle it accordingly, with an awareness of how the data was collected and
how it is likely to be used. Employees in any data-oriented role should keep abreast of
developments in digital technologies such as Internet of Things and Generative Artificial
Intelligence , with their implications on data volume and data quality as well as potential uses
or mis-uses. A data-focused employee needs to be aware of the potential harm to an
organisation's reputation if data is found to be handled inappropriately.

Typical job titles

Data support analyst | | Data technician | | Junior data analyst

Junior information analyst

Are there any statutory / regulatory or other typical entry
requirements?

No

Occupation duties



DUTY KSBS

Duty 1 select data from a collection of already
identified trusted sources in a secure manner

Duty 2 collate and format data to facilitate
processing and presentation for review and further
advanced analysis by others

Duty 3 present data for review and analysis by
others, using required medium for example tables,
charts and graphs

Duty 4 combine data from various sources and
formats to explore its relevance for the business
needs

Duty 5 analyse simple and complex structured and
unstructured data to support business outcomes
using basic statistical methods to analyse the data.

Duty 6 validate results of analysis using various
techniques, for example cross checking, to identify
faults in data results and to ensure data quality

Duty 7 communicate results verbally, through
reports and documentation and tailoring the
message for the audience

Duty 8 store, manage and share data securely in a
compliant manner
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Duty 9 collaborate with people both internally and K20 K21 K22 K23
externally at all levels with a view to creating value

B1B2B3B4
Duty 10 self learning to keep up to date with K19 K20 K21 K23 K25
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development
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Duty 11 follows organisational policies and K24 K25
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Knowledge

K1: Types of data, for example, structured, unstructured, qualitative, quantitative, numeric,
strings, compound data types.

K2: Common sources of data, for example, internal, external, open data sets, public and
private.

K3: Data storage formats and their importance for analysis, for example, relational database
tables, spreadsheets, comma separated value lists, text documents, voice and video.

K4: Data element formats and how their selection can impact precision, analysis and
communication, for example, integers, floating point numbers and their precision, scientific
notation, date formatting as strings.

K5: How to access and extract data from already identified sources.
K6: How to collate and format data in line with organisational standards.

K7: Why it may be important to anonymise data, for example for privacy, security and
regulatory compliance, or to eliminate potential for bias.

K8: How to anonymise data, for example one-for-one replacement of names, addresses or
telephone numbers with distinct new values, without changing data structure or
relationships.

K9: Management and presentation tools to visualise and review the characteristics of data.
Examples include spreadsheets with tables and charts, dashboarding tools, custom tools for
particular data types or contexts.



K10: Communication tools and technologies for collaborative working, including the ability to
share data and findings of data reviews. Examples include dashboards, shared whiteboards,
or presentation tools for video conferencing or for face-to-face contexts.

K11: Communication methods, formats and techniques to help audiences understand data
findings and their implications, for example written, verbal, non-verbal, presentation, email,
conversation, storytelling and active listening.

K12: Roles within an organisation needing access to data or to understand data findings, and
how these roles impact the amount of detail needed in data communications, for example,
customer, manager, peer; technical and non-technical.

K13: How to combine data from multiple sources. For example using look ups, copy and
paste and visualisation tools.

K14: Understand the capabilities within data analysis tools, for example, spreadsheets or
database viewers, for use in answering questions, solving problems, and the potential to use
automation for repeated data manipulation.

K15: How to filter details, focusing on information relevant to the data tasks and purpose.

K16: Basic statistical methods to extract relevant information from structured and
unstructured data, for example, counting rows, calculating the mean and standard deviation
of numeric fields, counting words in a document, listing the most common values, calculating
percentage contributions or percentage differences between data items.

K17: Common data quality issues that can arise for example misclassification, duplicate
entries, spelling errors, obsolete data, compliance issues and misinterpretation or translation
of meaning.

K18: Methods of validating data and the importance of taking corrective action, for example
checking the source of information, identification and standardisation of outliers, adjusting
item counts or totals of values.

K19: Legal and regulatory requirements surrounding the use of data for example Data
Protection, Data Security, Intellectual Property Rights, Data sharing, marketing consent,
personal data definition.

K20: The ethical use of data, including in relation to its use with Artificial Intelligence and
other automated systems, and the potential impacts of unethical use of data on the
organisation.

K21: The value of data to an organisation, for example to understand behaviours, to assess
stakeholder sentiment, to interpret inputs received, to identify trends, to improve decision
making and efficiency, or to build strategic or tactical plans to address a current situation.

K22: The significance of understanding cultural awareness, diversity and accessibility with
respect to data sets.

K23: The relationships between data, machine learning, Internet of Things (loT), Artificial
Intelligence (Al) and Generative Al. For example, the impact of data and any biases within it



on training Al models, and the impact of Al on data volume, quality, security, privacy and
ethical considerations.

K24: Policies and procedures relating to environmental impact and sustainability.

K25: Principles and policies of equity, diversity and inclusion in the workplace and their
impact on the organisation.

K26: Understand when and how to apply the principles of prompt engineering to identify and
research effective data transformation techniques to ensure data quality and integrity.

Skills

S1: Select and migrate data from already identified sources.

S2: Format and save datasets.

$3: Summarise and explain gathered data.

S4: Combine data sets from multiple sources and present in format appropriate to the task.
S5: Use tools and/or apply basic statistical methods to identify trends and patterns in data.

S6: |dentify faults and cleanse data for example identifying gaps, duplicate entries, outliers
and unusual variances, including cross-checking across data elements or between data
sources.

S7: Audit data results, reviewing a data set once all sources are combined, to ensure
accuracy, completeness, consistency and traceability from original data.

S8: Demonstrate the different ways of communicating meaning from data in line with
audience requirements.

S9: Produce clear and consistent documentation of the data provided to others and of
actions completed. Where appropriate or mandated by the working context, this
documentation should use standard organisational templates.

$10: Store, manage and distribute data in compliance with organisational, national standards
and or legislation.

S$11: Considers sustainability and ways to reduce impact. For example, using cloud storage,
sharing links to files and reducing the use of physical handouts of documentation.

$12: Parse data against standard formats, and test and assess confidence in the data and its
integrity.

$13: Operate collaboratively in a working context that accounts for, and takes advantage of,
the roles, skills and activities of others, especially those interacting with the same data sets or
working towards a common goal.

S14: Prioritise own activities within the context of the duties to be performed, taking account
of any known or expected impact on others.



S15: Follows equity, diversity and inclusion policies in the organisation for a common goal.

$16: Demonstrate the ability to use different tools and methods to formulate and utilise
effective prompts to research, apply, and evaluate data transformation techniques.

Behaviours

B1: Manage own time to meet deadlines and manage stakeholder expectations.
B2: Work independently and methodically.

B3: Support social inclusion in the workplace. For example consider the needs of the
audience.

B4: Takes responsibility for acting sustainably in their role for example switching off lights
when not in use and recycling.

Qualifications
English and maths

Apprentices without level 2 English and maths will need to achieve this level prior to taking
the End-Point Assessment. For those with an education, health and care plan or a legacy
statement, the apprenticeship’s English and maths minimum requirement is Entry Level 3. A
British Sign Language (BSL) qualification is an alternative to the English qualification for those
whose primary language is BSL.

Does the apprenticeship need to include any mandated qualifications
in addition to the above-mentioned English and maths qualifications?

No

Consultation

The trailblazer consulted their professional networks and Worldskills.
Progression routes

Supporting uploads

Mandatory qualification uploads
Mandated degree evidence uploads

Professional body confirmation uploads

Subject sector area

6.1 ICT practitioners



