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Insight Assistant job description    
 
This form summarises the purpose of the job and lists the key tasks 

Job Title: Insight Assistant  

Salary:  £19,500 

Location: The Core, Newcastle Helix, Newcastle upon Tyne  

Job summary 

 
 
Job summary and purpose 

 To provide a comprehensive support role carrying out a variety of duties 

 Manage your time effectively to meet deadlines  

 Assist the team in the delivery of tasks associated to research projects 

 

 

 

 

 

 

 

This position offers the opportunity for a role as Insight Assistant within Explain.  

The role of the Insight Assistant is to support our team in the administration of projects and will include tasks such 

as data entry, data coding and theming and transcription. You may also be required to support with other 

administrative tasks in the delivery of projects as required.  
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Key responsibilities 

Duties will include the following:  

 Data entry  

 Coding of literal comments  

 Spell and grammar check of literal comments  

 Recruitment for focus groups and in-depth interviews 

 Transcribing focus groups and in-depth interviews 

 To carry out telephone research fieldwork as and when required  

 Database preparation (includes cleaning, checking and splitting data) 

 

General Duties 

 Organisation and support with the administration of projects as required  

 Database cleansing and inputting 

 

Administration 

 To undertake any other general office administration duties as necessary 

 Acting at all times in the best interests of the company 

 

Requirement Criteria 

Essential Desirable 

A high standard of literacy, verbal and written 

communication skills 

A team player, willing to go above and beyond  

Punctual and committed 

Experience within an office environment 

Experience of using different software and 

learning to use software in the delivery of your 

role.  
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Accomplished in all office skills including Microsoft Office 

– Word and Excel. 

Confident, flexible and helpful personality with ability to 

gain colleagues’ trust and build relationships as an active 

member of a team. 

Ability to work individually. managing own time and 

prioritising. 

Ability to handle data. 

Proven organisational skills. 

Problem solving of day-to-day issues as they arise with 

the initiative to find solutions where necessary and to 

recognise when problems and queries should be 

directed to a colleague. 

Excellent verbal face to face and telephone 

communication skills. Ability to liaise with all types of 

people at varying levels of responsibility. 
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Summary of the Explain Brand Values & Culture 

 

At Explain our vision is to “Celebrate our collective success and support each other to be the best we can be” and 

this ultimate vision is further articulated through our brand values which are around: 

 
 

 
 

The Explain team is the best. Our culture is what we are most proud of and is what drives our success. Our team 

is a diverse mix of skills, competences and personalities and we come together to make the Explain essence – 

our USP.  

Our people are a mix of a number of the following “characters.” We don’t expect one person to always tick all of 

these boxes, they will be stronger in some areas than others, but what is consistent across our whole team is our 

mutually supportive working practices and our drive to be the best we can be. 

Building partnerships 
with each other and 

clients

Being the best in 
class at what we do

Delighting our clients 
and each other

Celebrating our 
successes and our 

collective and 
individual 

contributions

Having a rapport with 
clients and each 

other

Being people our 
clients can trust

Being strategic in our 
approach

Being confident, 
direct and clear 

about what we do 
and don't deliver

Being innovative in 
our approach across 

the business

Demonstrating the 
highest levels of 

quality in everything 
that we do
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We will consistently work together to deliver a ‘WOW’ factor to every client, through every project, throughout 

every moment of every day. 

We are: 

      

 

Friends: we are kind, 
happy, personable, 
fun and supportive

Team players: we are 
all moving parts in 

one big team with a 
collective vision to be 

the best

Believers: we are 
energised, 

passionate, positive 
and strive to achieve

Multi-taskers: we are 
able to keep calm 

and keep up in a fast 
paced environment

Performers: we strive 
to be the best and 
are motivated by 
accomplishment

Safe: we know we 
can 100% depend on 
each other to deliver

Thinkers: we are 
strategic, analytical, 
problem solvers and 
innovative thinkers


