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	A.


	General Rules and Definition of Terms

	General Rules

	(1)
	The Scheme supports a career structure for staff in specific posts by clearly setting out the standards for progression through certain pay bands/salary ranges.  The Service is committed to recognising the achievements of deserving staff by means of this Scheme but there is no automatic right to progression.  Progression under the terms of this scheme will only occur:

	
	(a)
	where there is sufficient work at the higher level for the post holder to do;

	
	(b)
	when the post holder has the experience and qualifications appropriate for the higher grade;

	
	(c)
	when the post holder is judged to be capable of working at and/or is working at a level appropriate to the higher grade following appraisal by their team leader and the Career Progression Panel.

	(2)
	Only in exceptional circumstances will a jump of more than 3 incremental points be agreed.

	(3)
	The Service’s Career Progression Panel will meet when required to consider any submissions for progression under the Scheme.  Its membership is the Service Manager Strategic Contracts & Commissioning and Intelligence Lead.   The case for an applicant to be advanced under the Scheme will be presented by the applicant.  The applicant will provide evidence of their achievements to the panel and can call upon their mentor to contribute where necessary.

	(4)
	In the event that an applicant’s mentor does not support an applicant they are not precluded from pursuing their own case.

	(5)
	Where two or more persons are considered eligible for advancement under the Scheme but it is only possible to advance one person, then a choice will be made following interview by the Panel of those eligible.

	(6)
	Staff who share a job will be assessed under the Scheme as individuals and against the standards of the whole job.  Where part-time staff apply it will be at the discretion of the Panel to apply the standards of the Scheme on a pro rata basis.

	(7)
	The Panel’s decision on the application is final.


	(8)
	Progression to a Grade G Data Analyst can occur subject to the needs of the service and when the trainee has reached Grade F and is able to demonstrate they have consolidated the competencies of a Grade G.   

	
	


	B.


	Guidelines 

	Preparation

	Applicants should discuss and agree progression under the scheme with their mentor and/or manager at a review meeting. Similarly, if a mentor and/or manager feel(s) it is appropriate to move a team member through the Career Progression Scheme then this should be discussed at a review meeting.  Review meetings should provide the applicant and mentor/manager with an opportunity to consider whether the applicant can evidence that they have satisfied the specific standards set out for their level, also the general standards and that the mentor can assert that there is work available at a higher level.

	If the mentor agrees that an application should be made then they take the role of sponsor. If the mentor is not in agreement that an application should be made, the applicant can still pursue the application on their own behalf.



	Review Meetings



	Review meetings should be held monthly to review progress against Scheme objectives and PRPD objectives. 



	Evidence Portfolio



	In support of the application, the applicant must submit a portfolio of evidence.  This portfolio must aim to address all the competencies that the applicant needs to meet under the progression scheme; (however due to the array of skills needed to be a data support officer / data analyst in excess of an 80% fit to the competencies would be appropriate).  The portfolio should include specific reference to each of those competencies and there must be a written explanation setting out specifically how the applicant has met that competency and providing examples of this.  The applicant should also include examples of work undertaken both in isolation and also as part of the wider Intelligence Hub (if applicable). It is expected that this portfolio will be in the form of a covering report as well as specific documents as supporting information.



	The applicant is also requested to evidence successful completion of PRPD objectives and identified competencies, and again they will be expected to submit a written explanation of how they feel they have been achieved together with documentary evidence if appropriate.

This portfolio must be presented to all members of the panel at least five days before the date when the application is due to be considered.



	
	General Standards



	(1)
	Service/Team Objectives

	
	To display at all times a positive commitment to attaining the objectives as appropriate and contributing to their attainment wherever possible.

	(2)
	PRPD

	
	To evidence achievement of PRPD objectives and identified competencies.

	(3)
	Commitment to CPD 

	
	The applicant must be able to demonstrate a commitment to progression in accordance by keeping a CPD portfolio.     

	(4)
	Customer Care

	
	To display personal commitment to the quality of service provided and to ensure that the customer is satisfied with the service received.  To contribute actively and participate where required in Service initiatives to ensure customer satisfaction and being familiar with the needs of the service in which they operate.

	(5)
	Shared Values

	
	To demonstrate a commitment to the Service’s shared values.

	(6)
	Competency Matrix

	
	To demonstrate attainment of the requirements in the competency matrix specific to the post and relevant to the grade being applied for.  


	D.

	Career Graded Posts

a) Data Support Officer / Data Analyst

	
	Career Progression Panel
The Panel will meet as and when an application to progress through the career grades is submitted by the Applicant.
The panel will consider the portfolio of evidence in advance of the applicant’s attendance.  The Applicant should attend the Panel together with their manager.  At the Panel the Applicant will also deliver a presentation based on a set of data (given 45 mins prior to the Panel meeting).  The dataset will be pertinent to the work of the Intelligence Hub and the Applicant will be expected to present findings and make recommendations on its potential impact.

The manager’s role in attending the panel will be to justify the proposal for an increase in grade and to answer any questions raised by other members of the Panel.

If the manager does not support the application, the Applicant will be entitled to explain and justify their application and answer questions from the Panel and manger.  In such cases, the manager will be asked to explain the basis on which the application is not supported and may be asked questions by the Panel and the Applicant on the reasons why.

Job Share

Staff who share a job will be assessed under the scheme as individuals and against the standards for the whole job.

Appeals

There is no appeal against a decision in respect of career progression.  




 

E. APPENDICES FOR CAREER GRADED COMPETENCY MATRICES
	1
	Career Grade Matrix

	2
	Job Description – Grade E+

	3
	Job Description – Grade F

	4
	Job Description – Grade G


Appendix 1

	 
	Data Support Officer
	Data Analyst

	 
	Grade E+
	Grade F
	Grade G

	Experience and Qualifications
	Extensive experience of managing and analysing databases and data sets
	Extensive experience of managing and analysing databases and data sets
	 

	
	 
	Experience of analysing data
	Experience of analysing, interpreting and communicating complex data

	
	Expert knowledge of MS Office (Word, Excel, PowerPoint & Access)
	Expert knowledge of MS Office (Word, Excel, PowerPoint & Access)
	 

	
	Experience of detailed statutory returns, meeting statutory deadlines
	Experience of detailed statutory returns, meeting statutory deadlines
	 

	
	Mentoring and supporting in a professional capacity
	Mentoring and supporting in a professional capacity
	Experience of managing staff

	
	Awareness of performance management processes for People Services
	Awareness of performance management processes for People Services
	Extensive experience of working with performance management frameworks.

	
	Knowledge of academic attainment levels and reporting procedures
	Knowledge of academic attainment levels and reporting procedures
	 

	
	Relevant IT or data analysis related qualification ore equivalent experience and training
	Relevant IT or data analysis related qualification ore equivalent experience and training
	A degree and/or relevant professional qualification or demonstrably similar skills evidence relevant to the post

	
	 
	 
	Experience of interpreting policy and legislation and preparing and presenting advice to a large variety of audiences

	
	 


	 
	Experience of undertaking research and analysing complex data using a variety of methods

	Skills and Attributes
	Ability to work individually on own initiative, and prioritise workload
	Ability to work individually on own initiative, and prioritise workload
	Well organised with well-developed project management skills

	
	Ability to plan, set standards and review
	Ability to plan, set standards and review
	

	
	Good interpersonal skills, including influencing, persuasion and negotiating skills.
	Excellent interpersonal skills, including influencing, persuasion and negotiating skills.
	Ability to deal with people at all levels

	
	Ability to analyse data quality issues, to initiate & develop solutions that may have no precedence
	Ability to analyse data quality issues, to initiate & develop solutions that may have no precedence
	Well developed analytical skills.  IT literate with good analytical skills and ability to use data to inform policy development and decision making and to process, analyse and present data quickly and accurately

	
	Sound numeracy and literacy skills
	Sound numeracy and literacy skills
	Strong numeracy and literacy skills.  Well- developed written and literacy skills

	
	Able to establish a network of effective contacts across the council and its partners
	Able to establish a network of effective contacts across the council and its partners
	Proven ability to develop and maintain constructive and effective working relationships with senior managers, colleagues, partners, and representatives from other agencies; particularly in situations requiring robust debate and challenge.

	
	Excellent training and presentation skills
	Excellent training and presentation skills
	Presentation skills

	
	 
	 
	An appreciation of social, economic and political trends in a local and national context that have implications for local government

	
	 
	 
	Ability to carry out research


	 
	Data Support Officer
	Data Analyst

	 
	Grade E+
	Grade F
	Grade G

	Key Duties and  Responsibilities
	Support the Data Analysts in collection of data needed to inform service improvement, commissioning priorities and evidence based practice. 
	Explore new ways of capturing, monitoring, interpreting and presenting data in order to inform service improvement, commissioning priorities and evidence based practice. 
	Explore new and innovative ways of capturing, monitoring, interpreting and presenting data in order to inform service improvement, commissioning priorities and evidence based practice.

	
	To support the data collection and coordination of the Directorate's performance indicators and performance returns.
	To support the data collection and coordination of the Directorate's performance indicators and performance returns.
	To support the data collection and coordination of the Directorate’s performance indicators and performance returns. 

	
	To be responsible for data quality in support of the work of the Data Analysts, specifically to operate regular checks to ensure the accuracy of information in use.
	 
	 

	
	To provide simple analysis and insight into data in support of the council and its key partnerships.
	To support the analysis of data and intelligence relevant to the council and its key partnerships, preparing and presenting findings and making recommendations on its potential impact to directorate senior management and occasionally to Executive Management Team or partnership groups as appropriate.
	To analyse data and intelligence relevant to the council and its key partnerships, preparing and presenting findings and making recommendations on its potential impact to directorate senior management and occasionally to Executive Management Team or partnership groups as appropriate. 

	
	To challenge under-performance and provide professional support to management in developing improvement programmes and activities.
	To challenge under-performance and provide professional support to senior management in developing improvement programmes and activities.
	To challenge under-performance and provide professional support to senior management in developing improvement programmes and activities. 

	
	To support the Data Analysts in production of clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities.
	To produce clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities.
	To produce clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities. 

	
	To support the Council and partners in continuous improvement through benchmarking and target setting.
	To provide benchmarking information for the organisation to inform performance improvement.
	To provide benchmarking information for the organisation to inform performance improvement.  

	
	To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships.
	To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships.
	To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships. 

	
	 
	To support continuous improvement activities by developing and reviewing improvement techniques and methodologies and through the use of benchmarking and other research to identify best practice.
	Experience of interpreting policy and legislation and preparing and presenting advice to a large variety of audiences

	
	 
	To liaise with clients as part of Service Level Agreements, developing relationships and delivering as per contractual provisions. 
	To liaise with clients as part of Service Level Agreements, developing relationships and delivering as per contractual provisions. 

	
	 
	Provide practical support provided to partners, statutory boards and customer engagement functions within a People Services context.
	Provide practical support provided to partners, statutory boards and customer 
engagement functions within a People Services context.

	
	 
	To support the delivery of directorate improvement projects from time to time.
	To support the delivery of directorate improvement projects from time to time. 

	
	 
	Contribute to the performance management framework of the Council, providing reporting and analysis to officers and Council committees both ad hoc and according to a prescribed schedule.
	Contribute to the performance management framework of the Council, providing reporting and analysis to officers and Council committees both ad hoc and according to a prescribed schedule. 


Appendix 2
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	Post Title
	Data Support Officer Level 1

	JE Reference 
	W352
	Grade 
	E+
	SCP Range
	26 - 28

	Directorate
	Adults and Communities

	Service
	Intelligence Hub


Reporting line:




Directorate Purpose:

The Adults and Communities Directorate brings together the major services which impact on the wellbeing of all citizens in Redcar and Cleveland.  The Directorate aims to reflect the complexity and range of services required to meet the national and local change agenda for children and young people, schools, adults and older people.

Service Purpose:

The Adults and Communities Directorate are committed to  achieving better health outcomes for our residents, in particular, improving health and wellbeing, increasing life expectancy and reducing health inequalities between communities. We will do this by building sustainable communities, protecting health and preventing  injuries, supporting people to make healthy life choices and reducing the impact of long term conditions. The team will work with the Tees Valley Public Health Shared Service to develop the Joint Strategic Needs Assessment (JSNA), evaluate and assure effectiveness, accessibility, and quality of personal and population‐based health services.

Job Purpose:


To produce and analyse management information and statistical data for the Authority, external agencies and Government departments, to inform service improvement, evidence based practice and strategic needs assessment.

Relationships:

Accountable to:
Intelligence Lead
Accountable for:
n/a
General Contacts:
Directorate senior management, Systems and Business Management Team, officers in all Council directorates
Key duties and responsibilities:

1. Support the Data Analysts in collection of data needed to inform service improvement, commissioning priorities and evidence based practice. 

2. To support the data collection and coordination of the Directorate’s performance indicators and performance returns.

3. To be responsible for data quality in support of the work of the Data Analysts, specifically to operate regular checks to ensure the accuracy of information in use.

4. To provide simple analysis and insight into data in support of the council and its key partnerships.

5. To challenge under-performance and provide professional support to management in developing improvement programmes and activities.

6. To support the Data Analysts in production of clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities.

7. To support the Council and partners in continuous improvement through benchmarking and target setting.

8. To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships.

General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.


Last Updated: June 2020  


Author:  Catherine Murdoch

	POST TITLE
	GRADE
	DIRECTORATE
	SERVICE

	Data Support Officer Level 1
	E+
	Adults and Communities 
	Intelligence Hub


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Extensive experience of managing and analysing databases and datasets

· Experience of working within a customer-orientated environment

· Experience of supporting / supervising / mentoring others in a professional capacity

· Experience of detailed Statutory returns, meeting statutory deadlines

· Awareness/ understanding of performance management processes for a service area 
	· Experience of working within local government, or public sector environment

· Management and understanding of databases and datasets

· Experience of analysing data
	I

	SKILLS AND ABILITIES
	· Ability to work individually on own initiative, and prioritise workload

· Good interpersonal skills, including influencing, persuasion and negotiating skills.

· Ability to plan, set standards and review

· Willingness to travel to sites around the Borough and occasionally beyond

· Ability to analyse data quality issues, to initiate & develop solutions that may have no precedence

· Excellent Time Management Skills

· Sound numeracy and literacy skills

· Able to establish a network of effective contacts across the council and its partners

· Excellent training and presentation skills
	· Ability to work with minimum supervision
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Relevant qualification in Data Analysis Information Technology or equivalent experience + training 

· Expert knowledge of Microsoft Office Applications (Word, Excel, Power point & Access
· Awareness of relevant legislation and other guidance documents e.g. Data Protection Act.
	· Relevant Professional Qualification

· Knowledge of academic attainment levels and reporting procedures
	C, I

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement

· Full driving licence 
	· Evidence of own continuous personal and professional development


	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in  equality and diversity awareness
	A,I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Appendix 3


	Post Title
	Data Support Officer Level 2

	JE Reference 
	W353
	Grade 
	F
	SCP Range
	29 - 31

	Directorate
	Adults and Communities

	Service
	Intelligence Hub


Reporting line:




Directorate Purpose:

The Adults and Communities Directorate brings together the major services which impact on the wellbeing of all citizens in Redcar and Cleveland.  The Directorate aims to reflect the complexity and range of services required to meet the national and local change agenda for children and young people, schools, adults and older people.

Service Purpose:

The Adults and Communities Directorate are committed to  achieving better health outcomes for our residents, in particular, improving health and wellbeing, increasing life expectancy and reducing health inequalities between communities. We will do this by building sustainable communities, protecting health  and preventing  injuries, supporting people to make healthy life choices and reducing the impact of long term conditions . The team will work with the Tees Valley Public Health Shared Service to develop the Joint Strategic Needs Assessment (JSNA), evaluate and assure effectiveness, accessibility, and quality of personal and population‐based health services.

Job Purpose:


To produce and analyse management information and statistical data for the Authority, external agencies and Government departments, to inform service improvement, evidence based practice and strategic needs assessment.

Relationships:

Accountable to:
Intelligence Lead
Accountable for:
n/a
General Contacts:
Directorate senior management, Systems and Business Management Team, officers in all Council directorates
Key duties and responsibilities:

1. Explore new ways of capturing, monitoring, interpreting and presenting data in order to inform service improvement, commissioning priorities and evidence based practice. 

2. To produce clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities.

3. To support the analysis of data and intelligence relevant to the council and its key partnerships, preparing and presenting findings and making recommendations on its potential impact to directorate senior management and occasionally to Executive Management Team or partnership groups as appropriate.

4. To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships.

5. To provide benchmarking information for the organisation to inform performance improvement.

6. To support continuous improvement activities by developing and reviewing improvement techniques and methodologies and through the use of benchmarking and other research to identify best practice.

7. To liaise with clients as part of Service Level Agreements, developing relationships and delivering as per contractual provisions. 

8. Provide practical support provided to partners, statutory boards and customer engagement functions within a Adults and Communities context.

9. To support the data collection and coordination of the Directorate’s performance indicators and performance returns.

10. To challenge under-performance and provide professional support to senior management in developing improvement programmes and activities.

11. To support the delivery of directorate improvement projects from time to time.

12. Contribute to the performance management framework of the Council, providing reporting and analysis to officers and Council committees both ad hoc and according to a prescribed schedule.

General/Corporate Responsibilities:

11. To undertake such duties as may be commensurate with the seniority of the post

12. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

13. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
14. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

15. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

16. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

17. To ensure the highest standards of customer care are met at all times

18. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

19. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

20. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.


Last Updated: June 2020  


Author:  Catherine Murdoch

	POST TITLE
	GRADE
	DIRECTORATE
	SERVICE

	Data Support Officer Level 2
	F
	Adults and Communities 
	Intelligence Hub


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Extensive experience of managing and analysing databases and datasets

· Experience of working within a customer-orientated environment

· Experience of supporting / supervising / mentoring others in a professional capacity

· Experience of detailed Statutory returns, meeting statutory deadlines

· Awareness/ understanding of performance management processes for a service area 
	· Experience of working within local government, or public sector environment

· Management and understanding of databases and datasets

· Experience of analysing data
	I

	SKILLS AND ABILITIES
	· Ability to work individually on own initiative, and prioritise workload

· Excellent interpersonal skills, including influencing, persuasion and negotiating skills.

· Ability to plan, set standards and review

· Willingness to travel to sites around the Borough and occasionally beyond

· Ability to analyse data quality issues, to initiate & develop solutions that may have no precedence

· Excellent Time Management Skills

· Sound numeracy and literacy skills

· Able to establish a network of effective contacts across the council and its partners

· Excellent training and presentation skills
	· Ability to work with minimum supervision
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Relevant qualification in Data Analysis Information Technology or equivalent experience + training 

· Expert knowledge of Microsoft Office Applications (Word, Excel, Power point & Access
· Awareness of relevant legislation and other guidance documents e.g. Data Protection Act.
	· Relevant Professional Qualification

· Knowledge of academic attainment levels and reporting procedures
	C, I

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement

· Full driving licence 
	· Evidence of own continuous personal and professional development


	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in  equality and diversity awareness
	A,I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE

Appendix 4


	Post Title
	Data Analyst

	JE Reference 
	W283
	Grade 
	G
	SCP Range
	34 – 36

	Directorate
	Adults and Communities

	Service
	Intelligence Hub


Reporting line:


Directorate Purpose:

The Adults and Communities Directorate brings together the major services which impact on the wellbeing of all citizens in Redcar and Cleveland.  The Directorate aims to reflect the complexity and range of services required to meet the national and local change agenda for children and young people, schools, adults and older people.

Service Purpose:

The Adults and Communities Directorate are committed to  achieving better health outcomes for our residents, in particular, improving health and wellbeing, increasing life expectancy and reducing health inequalities between communities. We will do this by building sustainable communities, protecting health  and preventing  injuries, supporting people to make healthy life choices and reducing the impact of long term conditions . The team will work with the Tees Valley Public Health Shared Service to develop the Joint Strategic Needs Assessment (JSNA), evaluate and assure effectiveness, accessibility, and quality of personal and population‐based health services.

Job Purpose:


To produce and analyse management information and statistical data for the Authority, external agencies and Government departments, to inform service improvement, evidence based practice and strategic needs assessment.

Relationships:

Accountable to:
Intelligence Lead
Accountable for:

General Contacts:
Directorate senior management, Systems and Business Management Team, officers in all Council directorates
Key duties and responsibilities:

13. Explore new and innovative ways of capturing, monitoring, interpreting and presenting data in order to inform service improvement, commissioning priorities and evidence based practice. 

14. To produce clear and meaningful performance reports for the Directorate senior management, Executive Management Team, Members and our communities.

15. To analyse data and intelligence relevant to the council and its key partnerships, preparing and presenting findings and making recommendations on its potential impact to directorate senior management and occasionally to Executive Management Team or partnership groups as appropriate.

16. To keep abreast of developing policy, legislation and best practice relevant to local government and key partnerships.

17. To provide benchmarking information for the organisation to inform performance improvement.

18. To support continuous improvement activities by developing and reviewing improvement techniques and methodologies and through the use of benchmarking and other research to identify best practice.

19. To liaise with clients as part of Service Level Agreements, developing relationships and delivering as per contractual provisions. 

20. Provide practical support provided to partners, statutory boards and customer engagement functions within a Adults and Communities context.

21. To support the data collection and coordination of the Directorate’s performance indicators and performance returns.

22. To challenge under-performance and provide professional support to senior management in developing improvement programmes and activities.

23. To support the delivery of directorate improvement projects from time to time.

24. Contribute to the performance management framework of the Council, providing reporting and analysis to officers and Council committees both ad hoc and according to a prescribed schedule.

25. Collectively with other team members, to manage the work of business support officers.  

General/Corporate Responsibilities:

21. To undertake such duties as may be commensurate with the seniority of the post

22. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

23. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
24. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

25. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

26. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

27. To ensure the highest standards of customer care are met at all times

28. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

29. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

30. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.


Last Updated: June 2020  



Author:  Mark Adams

	POST TITLE
	GRADE
	DIRECTORATE
	SERVICE

	Data Analyst
	G
	Adults and Communities
	Intelligence Hub


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Extensive experience of working with performance management frameworks. 

· Extensive experience of analysing, interpreting and communicating complex data

· Experience of working within a large multi-disciplinary organisation 

· Experience of managing staff

· Experience of interpreting policy and legislation and preparing and presenting advice to a variety of audiences 

· Experience of undertaking research and analysing complex data using a variety of methods 

· Political awareness, with previous experience of working in a politicised environment.  
	· Local government / public sector experience

· Audit systems experience

· Political awareness

· Microsoft Access experience
	A, I

	SKILLS AND ABILITIES
	· An appreciation of social, economic and political trends in a local and national context that have implications for local government and its services

· Well-developed written and verbal communication skills

· Presentation skills

· Proven ability to develop and maintain constructive and effective working relationships with senior managers, colleagues, partners and representatives from other agencies; particularly in situations requiring robust debate and challenge.

· Well organised with well-developed project management skills

· Well-developed analytical skills

· IT literate with good analytical skills and an ability to use data to inform policy development and decision making and to process, analyse and present data quickly and accurately.

· Ability to confidently use Microsoft Word, Excel and Access 

· Strong numeracy and literacy skills

· Ability to work under pressure

· Ability to deal with people at all levels

· Ability to carry out research
	
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· A degree and / or relevant professional qualification or demonstrably similar skills evidence relevant to the requirements of the post.

· Awareness / understanding of Performance management processes for a service area

· Demonstrable knowledge of the statutory, regulatory, strategic and key operational issues relevant to the post.  

· Detailed and wide-ranging knowledge and understanding of legislation and policy affecting People Services.

· Detailed knowledge and understanding of interpreting and presenting complex data.
	
	A, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement
	· Evidence of own continuous personal and professional development


	A, I, C



	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in  equality and diversity awareness
	A,I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
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Intelligence Lead





 Data Support Officer Level 1
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Intelligence Lead





 Data Support Officer Level 2
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Intelligence Lead





 Data Analyst 
























