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Job Description
Job Title: AI Officer
Reporting To: People Systems Manager
Location: Remote Working
Job Overview
The AI Officer is an entry-level role responsible for supporting the development, implementation, and oversight of AI-driven insights, recommendation systems, and optimisation capabilities across Salutem. The post holder will analyse diverse business data, prototype practical AI use cases, and assist in creating decision-support tools that align with commercial objectives and the company's growth strategy. A core focus of this role is ensuring that all AI initiatives are built upon a foundation of strict data privacy, governance, compliance, and responsible AI principles.
You will work with colleagues across the business to analyse existing data such as documents, reports, inter business interactions, and internal knowledge bases. You will also support the vision, scope, and roadmap for AI-enabled applications and decision support tools, ensuring they align with commercial objectives and our growth strategy.





Job Responsibilities
This document outlines the duties required at the current time to indicate the level of responsibility. It is not a comprehensive or exhaustive list and may vary to include other reasonable requests as directed by the Head of Business Intelligence or Head of Digitisation & System Implementation which do not change the general character of the job or the level of responsibility entailed.

Key Responsibilities
AI solutions and insight generation
· Support the development and oversight of AI-driven insight generation, recommendation systems, and optimisation capabilities.
· Help design and test decision support tools that make it easier for teams to act on data quickly and confidently.
· Translate business questions into practical AI use cases, then prototype solutions and iterate based on feedback.
· Spot opportunities to automate repetitive tasks and improve how teams find, use, and trust information.
Data analysis and discovery
· Analyse existing business data, including documents, CRM data, reports, intercompany interactions, and internal knowledge bases.
· Assist with data preparation tasks such as cleaning, tagging, structuring, and quality checks.
· Identify patterns, trends, and gaps in data, then suggest improvements to data capture and reporting.
· Work with stakeholders to understand what “good” looks like and define success measures for AI use cases.
Governance, privacy, and responsible AI
· Ensure data governance, privacy, compliance, and responsible AI principles are embedded in solution design.
· Follow internal policies and relevant standards around data handling, retention, access controls, and auditability.






· Help document AI models and workflows, including data sources, assumptions, limitations, and risks.
· Support basic risk assessments and contribute to processes that reduce bias, improve transparency, and maintain accountability.
Vision, roadmap, and alignment to commercial goals
· Contribute to defining the vision, scope, and roadmap for AI-enabled applications and decision support systems.
· Ensure AI initiatives support commercial objectives and the wider growth strategy, not just technical curiosity.
· Track progress against milestones and help communicate updates in a clear, non-technical way.
· Bring forward new ideas and challenge “how we have always done it” with thoughtful, evidence-based suggestions.

This is an indicative job description and should not be seen as all encompassing, and the post holder will be expected to undertake any other responsibilities appropriate to the post as identified by the company.
Our Values
-We are Supportive by promoting opportunities for everyone so they can reach their full potential
-We are very Ambitious to provide the best possible outcomes for the people who use our services
-We are Loyal because we put the people that we support and our staff at the centre of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders
-We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality
-We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do






-We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
-We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities

Person Specification

We want someone who:
· Thinks outside the box and is comfortable suggesting unconventional approaches.
· Enjoys experimentation and can learn from quick tests, even when they fail.
· Asks smart questions, challenges assumptions, and looks for simpler ways to achieve better outcomes.
· Can balance creativity with responsibility, especially when working with sensitive or regulated data.














   Skills and Qualifications Matrix
	Category
	Essential
	Desirable

	Qualifications & Training
	Willingness to undertake continuous learning in AI and data analytics.
	Degree or equivalent qualification in a related field (e.g., Data Science, IT, Business Analytics). Certifications in data analytics or introductory AI/Machine Learning.

	
	
	

	Experience
	Experience working with data in spreadsheets (e.g., Excel, Google Sheets). Experience analysing information, spotting patterns, and explaining insights clearly.
	Experience using at least one dedicated analytics tool (e.g., Power BI, Tableau). Previous experience working within the UK social care or healthcare sector.

	Skills & Knowledge
	Basic understanding of AI concepts (e.g., machine learning, natural language processing, recommendation systems, prompt engineering). Strong verbal and written communication skills. Ability to translate technical concepts for non-technical stakeholders.
	Familiarity with data visualisation techniques. Basic understanding of programming or querying languages (e.g., Python, SQL).

	Personal Attributes
	Strong curiosity about AI, data, and automation. A responsible mindset regarding privacy, data governance, and compliance. Innovative thinker, comfortable suggesting unconventional approaches. Resilient and adaptable; comfortable with experimentation and learning from failure. Analytical mindset; naturally challenges assumptions to find simpler, better outcomes.
	Proactive self-starter who requires minimal supervision to explore new technologies.
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