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SERVICE:  Children’s and Young People’s Services
SERVICE GROUPING:   CYPS - Operational Support 

	1. 


	POST TITLE:
	Team Leader, Management Information and Data Services

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:



	Grade 11
  

	4. 
	LOCATION:
	Your normal place of work will be Durham Area. However, you may be required to work at any council workplace within County Durham


5. RELEVANT TO THIS POST:

Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
  

6. ORGANISATIONAL RELATIONSHIPS:
The post is accountable to the Systems and Data Manager within Children and Young People’s Services.
This is a middle management post based within the Children and Young People’s Systems and Data Division of the Children and Young People’s Operational and Support Service.  
7. DESCRIPTION OF ROLE:
This Supervisory role is responsible for the implementation of data and management information strategies and systems to meet Service and Partnership needs, including those related to commissioning, performance and planning. The post is also responsible for the timely return of statutory and key statistical and data returns to monitoring agencies.

8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:
· To take a major role in the development, production, presentation and review of management information and data services within Children and Young People’s Service.

· To take a lead role (in conjunction with information staff from other agencies) in designing and developing management information and data services which meet the needs of the service and partnerships.

· To take a lead role in the specification and development of complex reports to extract data from computerised information systems.

· To lead negotiations with senior managers within Children and Young People’s Service in order to agree specifications of management information, which meet identified needs.

· To participate in appropriate Senior Management forums where performance data are being discussed.

· To lead on appropriate activities with Central Government Departments in relation to the design, implementation and evaluation of national frameworks for statistical returns and inspections.
· To leave on the completion and submission of statutory government returns.

· To lead on the development and production of data to support statutory inspections.
· To lead the development of activity reports which help to monitor the effectiveness of Service efficiency targets and financial investments.
· To provide information, guidance and advice to managers and staff in relation to management information and data services. 
· To work with the Systems and Data Team Manager in the preparation of regular performance monitoring reports.

· To represent Children and Young People’s Service on relevant internal and external partnerships and on regional/national groups where management information services are being discussed.

· To take a major role in the design, development, implementation and reporting of quality audits in relation to relevant data held within Service information systems.

· To work with corporate colleagues in defining and delivering appropriate management information, which meets agreed corporate priorities and specifications. 

· To manage the development and provision of data to support the effective planning and commissioning of services across the Service and with partners
· To work with the Systems and Data Team Manager in developing appropriate data sets and intelligence which supports joint planning and joint commissioning functions.

· To be responsible for the supervision of staff.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.
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COMMON DUTIES AND RESPONSIBILITIES:
9.1     Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety
Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal


All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

	SERVICE:


	Children and Young Peoples Service

	SERVICE GROUPING:
	CYPS Operational Support 


Person Specification – Team Leader, Management Information and Data Services – Grade 11
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	NVQ Level 5 in Performance/data related subject or equivalent in a relevant discipline.
	NVQ Level 4 Management Qualification or equivalent
	Application form

Selection Process

Pre-employment checks



	Experience
	2 years’ experience of providing management information to key stakeholders in a large organisation;

Experience of using database query tools to extract Education data from complex databases e.g. ORACLE; MS Access, SSRS
Experience of using analytical tools and techniques to manipulate and analyse data;

Experience of presenting complex data in a format which can be understood by non technical staff;

Presentation of performance reports to Senior Managers and Management Boards;

Experience of supervising staff.
	Experience of multi-agency working in the provision of management information services;

Well developed understanding of a Database Query Language 

	Application form

Selection Process

Pre-employment checks



	Skills/knowledge
	Analytical approach to problem solving; 

Able to relate well to people;

Able to translate ‘laypersons’ requirements into technical specifications;

Able to clearly explain complex technical issues to non technical staff; 

Able to work co-operatively and creatively with colleagues;
Knowledge of statistical methods
Works well under pressure and meets deadlines;

High level of skill in using tools and techniques to analyse and manipulate data;

Skilled in the use of a data extraction tools e.g. Oracle Discoverer, Business Objects, Access 

Knowledge of programming languages to process data e.g. VBA, SQL etc;

Data Protection Act;

Confidentiality.
	Project management skills; 

Knowledge of current issues facing Children and Young People’s Service;

Knowledge of Outcomes Frameworks
	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	Customer orientated;

Innovative and Dynamic;

Communicates well orally and in writing;

Committed to team development;

Committed to personal learning and development;

Self Starter.

Able to motivate others;

Negotiating skills;


	
	Application form

Selection Process

Pre-employment checks
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