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Job Description
	For HRU use only
	Ref: 3092


	Directorate
	

	Section/Location
	Commercial and Business Redesign

	Post Title
	Information Systems Officer

	Permanent/Temp
	Permanent

	Grade
	Grade 8

	Responsible to
	Information Systems Manager

	Responsible for
	

	Job Purpose

	To provide comprehensive information support services to front-line services and to the Council as a whole, which support service quality, customer insight, and ongoing efforts to improve and redesign services and meet continually changing local and national requirements.


	Job Content

	1. To translate service need into system capability; managing and providing information – in a range of locally requested, and nationally defined, formats -  to underpin decision making and service quality within social care, safeguarding, education and housing related services.
2. To provide a proactive service improvement function – through system audits; user groups; and the establishment and training of service based super-users – to ensure that Housing, Adult Social Care, and Children Young People and Learning based service teams are always using the Council’s systems to greatest effect.
3. To support service redesign and corporate change, by providing information that tracks service users throughout their interactions with services, so that the Council has a clearer view of the impact, outcomes and effectiveness of its service provision.

4. To assist with the implementation of major information and information systems related project work; ensuring that both corporate and customer requirements are accurately specified and met, and information security obligations are fulfilled.
5. To manage and maintain information and data integrity; dealing with complex data quality and duplication issues to ensure that front-line services have accurate and up to date information on which to base key safeguarding and support decisions and, in doing so, reduce the risk to both service users and the Council.

6. To provide advice and guidance to Housing, Adult Social Care, and Children Young People and Learning based system users, providing training as required, to ensure that system utilisation and service effectiveness is maximised, and data input error problems are minimised.
7. To liaise with software and system suppliers; demanding the highest level of support and focus - based on a sound knowledge of contracted support levels – and escalating any issues or perceived shortfalls in support quality to the Senior Manager.
8. To support the Council, and relevant partners, in their preparations for, and management of, information related audits, inspections, and census returns
9. To project manage system upgrades and testing; ensuring customer requirements are met and service provision disruption is minimised, and identifying any emerging issues or potential damage which could result from software providers future direction of travel. 

10. To maintain a knowledge of, and comply with, the Council’s information governance and data security policies and requirements.
11. Any other duties which are commensurate with the grade of the post.


	Performance standards

	Plans and organises work

· Plans and prioritises workload

· Monitors and plans workload
· Delivers on time and to requirements

Customer focused

· Develops services that are customer centred
· Understands demand management

Resolves problems
· Effectively analyses problems

· Tackles problems directly

· Reviews outcomes to inform future learning
Drives and facilitates change
· Is committed to and drive through change to support corporate aims
· Controls the change process to minimise detrimental impact and produce planned outcomes / benefits
Manages and develops self
· Looks for opportunities to develop and grow 
· Reviews own performance regularly and welcomes feedback

· Maintains awareness of new business thinking, tools and techniques

Communicates and Influences

· Considers the audience to effectively communicate 
· Listens actively and asks questions

· Clearly expresses points of view
· Actively maintains relationships with all stakeholders

· Persuasive (in writing and verbally) 
Demonstrates effective decision making

· Makes decisions and clear recommendations based on analysis of research and evidence
Values diversity

· Demonstrates commitment to fair treatment and equality

· Recognises and respects cultural differences

· Designs services to meet diverse needs
Uses ICT effectively

· Uses a broad range of ICT tools to improve service efficiency and communicate professionally to a range of audiences

· Applies knowledge management techniques


	Working conditions

	Office based at North Tyneside Council.

Ability to work flexible hours to attend meetings and conferences out of normal working hours, i.e. evenings and weekends.




PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Very high level of general ICT skills, particularly complex databases, but also including Excel, Access and Word.

· Knowledge of complex database reporting tools (SQL, Crystal, Business Objects, etc).

· Excellent analytical skills and the ability to interpret data.

· Highly developed advisory, negotiation and persuasive skills

· Project management skills

· Time management skills.  Ability to organise own workload and plan co-operatively with colleagues and partners.

· Ability to communicate with a range of stakeholders at all levels.

· Presentation, report writing and analytical skills.

· Good communication skills (written and oral) and good interpersonal skills.


	· Awareness of the Council’s change agenda, and the role of information systems within it.

· Knowledge of  the Council’s Housing, Adult Social Care, safeguarding and/or education information systems

· Understanding of the concepts of policy development, value for money, performance management and partnership working


	Application Form and Interview

	Qualifications and Training
	Degree level  qualification or 2 years of relevant experience


	IT related qualification

Evidence of continuing professional development


	Application Form

Certificates

	Experience
	· Management of large-scale / complex, multi-user databases.

· Experience of analysing and interpreting complex data

· Experience of resolving complex problems

· Working with a wide range of users at all levels.

· Experience of identifying key issues/requirements from discussions with stakeholders.

· Experience of working with stakeholders to formulate jointly owned service improvements

· Project planning and management experience 

· Customer service experience.

· Experience of formulating reports and presentations to present findings


	
	

	Special Requirements
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