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APPLICATION FOR EMPLOYMENT

Thank you for the interest you have shown in the vacancies within Darlington Borough Council. 

Completed forms can be e-mailed to recruitment@xentrall.org.uk or posted to Xentrall Recruitment Services, PO Box 891, Stockton on Tees, TS19 1JT, marking the envelope in the top left hand corner with the post reference number.  
In accordance with our recruitment procedures, your application will only be considered if it is received on or before the closing date, as shown in the advertisement.

In the interests of economy, applications received via the post are not automatically acknowledged. If you require confirmation that your application has been received please enclose a stamped addressed envelope or telephone 01642 526992.
If you have not been contacted within 4 weeks of the closing date for receipt of applications, please assume that on this occasion your application has not been successful.  
Analyst
Vacancy ID: 008456
Salary: £25,951 - £29,323 Annually

Closing Date: 18/02/2018
Benefits & Grade

Grade N
Contract Details

Permanent 
Contract Hours

37 hours per week
Disclosure

The successful applicant will be subject to a standard DBS check
Job Description

The Performance and Transformation Team is looking to appoint an Analyst, to be part of the Performance Team and to support the information provision to Children’s Services and Education. The role involves analysing a range of management information reports from various information systems, providing managers with accurate, relevant and timely information regarding all aspects of the work of Children’s and Education Services.

You will require a wide range of skills including; the ability to communicate both orally and in writing to a range of audiences, be IT literate and have an understanding of data quality, information management and reporting, be able to prioritise workload and to plan and allocate tasks to meet deadlines. Knowledge of Children’s Services is essential.
For detailed information on this role, please refer to the Job Description and Person Specification. 
For a further informal discussion, please contact Paula Moorcock, Performance, Analysis & Strategy Manager on 01325 405647.
An online application form and further information are available from www.darlington.gov.uk/job-vacancies. Alternatively, you can contact Xentrall Recruitment Services, Tel: (01642) 526992 or email: recruitment@xentrall.org.uk
DARLINGTON BOROUGH COUNCIL

CHILDREN’S & ADULT’S SERVICES
JOB DESCRIPTION
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	POST TITLE :  


	Analyst  

	GRADE :


JOB EVALUATION NO.


	Grade N

C2968  

	REPORTING RELATIONSHIP


	Performance Coordinator  

	JOB PURPOSE :


	To provide high quality and pro-active support to the performance coordinator in the extraction of data, provision of analysis and production of reports taking specific responsibility for work areas and topics as directed.  Build up a good range of knowledge in the different areas of the team’s work in order to be flexibly deployed to meet changing priorities and demands, demonstrating an aptitude for data extraction, analysis and presentation.

  

	POST NO.


	D11967

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


MAIN DUTIES/RESPONSIBILITIES

1. Ensure the accurate and timely provision of analysis in a specified service, policy or work area to identify trends and key issues. Undertake research to support such analysis, providing reports on key issues as appropriate and drawing in further resource as required to meet the prioritised needs and demands on the team.


2. With particular regard to the Children and Adults Directorate, research and understand the requirements of national government in relation to the collection and return of performance data, taking ownership for accurate and timely completion of such returns as directed.


3. To ensure compliance across the authority with the Council’s performance management framework and develop templates and other tools to support directors, heads of service and managers as appropriate.


4. Maintain an accurate list of reported KPIs and PIs for the given area of lead responsibility ensuring this feeds into needs across the authority, and ensure that where required, performance data is available to be presented to relevant senior management and member meetings and that this is updated in a timely manner to reflect learning, regional working and changes in priorities and performance frameworks.

5. Support development of the Council’s approach to data analysis and on the need for change as necessary, feeding into relevant partnership groups to ensure clarity and consistency of information used. 
6. Complete statutory returns on behalf of the Council as requested by Government bodies, complying with the requirements of the Data Protection Act 1998.  


7. Identify opportunities for reducing and rationalising the quantity of data, the targets and returns and to carry out the role at all times with a view to minimising the time taken. 

8. Provide management information for national and local performance indicators and targets, including financial spreadsheets, undertaking research to support such analysis, providing reports on key issues as appropriate and in a timely manner.

9. Coordinate the collection of data and intelligence to inform working with schools, safeguarding boards and other partners, providing recommendations on remedial action as appropriate.

10. Lead on a programme of information improvements and data quality to inform service planning and change projects. 

11. Contribute to delivering an annual programme of intelligence and research reports.

12. Produce reports on an ad-hoc basis for various committees, officers, schools and other establishments as requested.


13. Link to neighbouring authorities and other agencies for statistical comparisons and benchmarking purposes.


14. Liaise with frontline staff to support their understanding and recording of accurate data to enable the production of timely and robust performance information.


15. Provide high quality analysis based on robust data and clear evidence to assist in preparation for external inspections and monitor and keep under review resultant action plans.  


16. Present analysis and data in an accurate and accessible way to enable onward reporting to relevant Senior Management Teams.


17. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 


18. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.


19. Carry out your role in line with the Council’s Equality agenda.


20. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents / hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.  


21. Any other duties of a similar nature related to this post that may be required from time-to-time.

THIS POST IS SUBJECT TO STANDARD DISCLOSURE SO THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS BEFORE AN OFFER OF APPOINTMENT IS MADE AND THIS WILL BE SUBJECT TO RECHECKING AS APPROPRIATE

Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

Date:
30 Sep 2016
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DARLINGTON BOROUGH COUNCIL

CHILDREN’S & ADULT’S SERVICES
PERSON SPECIFICATION – ANALYST
POST NO. D11967

All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	Qualification in a relevant field


	
	D

	2
	Educated to degree level or equivalent


	
	D

	
	Experience & Knowledge
	
	

	3
	Approx. 4 years’ experience of analysing data and reporting to a range of audiences
	E
	

	4
	Proven understanding of the local government policy context
	E
	

	5
	Approx. 4 years’ experience of providing advice in local government or other public agency
	E
	

	6
	Approx. 4 years’ experience of collating data, and ensuring consistency of the quality of that data
	E
	

	7
	Experience of developing, implementing, monitoring and reviewing strategies and policies
	E
	

	8
	Experience of providing comprehensive and concise written reports, including performance reports
	E
	

	9
	Experience of administering performance management systems
	E
	

	10
	Experience of working within public service partnership arrangements 
	
	D

	11
	Experience of data sharing protocols and their implementation
	
	D

	12
	Experience or understanding of commissioning processes and the role of intelligence within them
	
	D

	13
	Experience of providing intelligence to and liaison with schools, health or other partners
	
	D

	14
	Experience of Local Authority inspections


	
	D

	
	Skills
	
	

	15
	Ability to communicate both orally and in writing to a wide range of audiences (including ability to write clear and concise reports & presentations)
	E
	

	16
	Ability to undertake research and report on its findings


	E
	

	17
	Ability to give attention to detail and have confidence in dealing with numbers, drawing trends and presenting accurate information
	E
	

	18
	Proven administrative skills to ensure consistency and quality
	E
	

	19
	Ability to present complex information in formats appropriate to non-specialists without compromising meaning
	E
	

	20
	Analytical and interpretational skills using a range of information sources and research methodologies
	E
	

	21
	Ability to use initiative and make decisions outside immediate policy and procedure, and without reference to manager
	E
	

	22
	Ability to demonstrate sound organisational skills, work under pressure and determine priorities to meet strict deadlines
	E
	

	23
	Ability to balance a range of conflicting demands, meeting deadlines
	E
	

	
	Personal Attributes
	
	

	24
	Ability to work successfully as part of a team


	E
	

	
	Special Requirements
	
	

	
	
	
	


Conditions of Service

General
Conditions of service will vary from service to service. However, there are some general points to cover.

Conditions of service generally are those contained in the appropriate National Joint Council Schemes but have been supplemented in a number of areas by locally agreed conditions. The relevant Handbooks are available for reference in all departments.

Office Hours

The normal working week is currently 37 hours. Council offices are generally open to the public from 8.30 a.m. to 5.00 p.m. (4.30p.m on Friday). The majority of office staff are able to take part in the Councils flexible working hours scheme. Elsewhere, fixed hours or shift working may be operated according to the needs of a particular service.

Annual Leave

The basic annual leave entitlement is 31 days plus 8 public holidays.  Youth & Community Workers entitlement is 30 days plus 8 public holidays, increasing to 35 days with 5 years continuous service.

Sick Pay

Most employees are covered by the provisions of the nationally agreed sick pay schemes which allow periods of absence on half pay and full pay according to length of service. 

Pension

You will automatically be entered into the Local Government Pension Scheme (LGPS) unless you choose to opt out.  This is a contributory pension scheme and meets Government standards for automatic enrolment.  If you do not opt out within three months of joining the LGPS, you will not be eligible to receive a refund of your contributions but will instead be given deferred benefits within the Scheme.  If you decide to opt out of the Scheme your employment, earnings and age will be monitored in line with automatic enrolment guidelines.

Medical Examination

Before commencing your employment, you will need to complete a medical questionnaire and may be subject to a medical examination.

Probation

New entrants to Local Government will be required to complete a six month probationary period.

Equal Opportunities

The Council is working for equality.  Applications are welcomed from all persons regardless of gender or gender reassignment, marital or civil partnership status, sexual orientation, age, disability, race, religion or belief, social origin, pregnancy and maternity provided they have the necessary attributes to do the job.

Part time applications

Part time applications will be considered for all posts.  Further details should be sought from the recruiting manager.

Payment of Wages and Salaries

Salary paid into bank account on the last working day of the month. Casual employees are paid monthly in arrears.  All payments are made by credit transfer direct to a nominated bank or building society.
Smoking Policy

The Council operates a No Smoking Policy.

Politically Restricted Posts

The Local Government and Housing Act 1989, as amended by the Local Democracy, Economic Development and Construction Act 2009 designate certain posts as politically restricted.  If this is the case it will be detailed on the job description and means that you would be disqualified from being a member of a Local Authority, the House of Commons or of the European Parliament. Further information is available upon request.
Rehabilitation of Offenders Act 1974

Having a criminal record will not necessarily bar you from working for the Council. This will depend on the nature of the post and the circumstances and background of your offence(s). To assist the Council in determining the suitability of your employment, certain posts are subject to a Disclosure and Barring Service (DBS) check. If this is the case an appropriate statement will appear in the recruitment advertisement.
