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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: Data Flows and Systems Officer


	Directorate: Corporate and Commercial Services
	Division/Section: Information Governance


	Grade: 6



	Job Purpose:
To ensure that the Children’s Social Care and Early Help division and Business Intelligence Service are able to access appropriate data to support development, service changes, monitoring and evaluation. This includes ensuring that data protection requirements are clearly identified, appropriate agreements and protocols are in place and that robust processes are established and followed. It also includes ensuring that appropriate IT systems are in place to capture and record information securely.



	Key Tasks:

Lead and manage work programmes to identify requirements for safe management of data

· Identify the data protection issues that need to be addressed to support robust data systems and processes for the Children’s Social Care and Early Help division and Business Intelligence;
· Ensure privacy impact assessments/data sharing agreements are completed for all information shared;

· Ensure appropriate data storage, retention and archiving mechanisms are agreed and implemented;

· Ensure that all work is carried out in line with legal requirements and the Council’s policies and procedures
Agreeing appropriate mechanisms for safe sharing and transfer of data

· Lead and manage work with local agencies and other Council services to:

·  Facilitate discussions to establish and identify whether data can be legally shared, or whether there is a barrier in place that needs to be further explored;
· Agree and implement privacy/risk assessments, data sharing agreements, data processing agreements and consent processes that enable the timely sharing of information;
· Ensure information is shared in a secure and appropriate manner
Develop appropriate Quality Assurance mechanisms to
· Ensure that information moving between agencies is constructed in a way conducive to automated, complex data matching;

· Ensure the local matching system is fully automated and provides a ‘single client view’;
· Be responsible for checking compliance with data sharing agreements with a view to providing data protection assurance;
· Ensure that any information risks/data security issues are communicated promptly
· Ensure that information captured has been assessed for Data Quality i.e. capturing DOB, Names etc. in correct format

Organisation and communication

· Be responsible for managing and co-ordinating a range of projects to ensure that all areas of work supported by the Children’s Social Care and Early Help division and Business Intelligence are able to access appropriate data to support development, service changes, monitoring and evaluation;
· Be responsible for managing relationships with local agencies and other Council services relating to the job role.
Supporting ongoing development of IT systems

· Support senior officers to ensure that IT systems used within the Division are both user-friendly and designed and managed to capture high quality information that is useful to both operational staff and for reporting purposes;
· Be responsible for ensuring that IT systems used within the Division are secure.

	


	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To uphold and implement policies and procedures of the Council and Directorate including customer care, data protection, finance and health and safety policies.

3. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures. 

4. Undertake any additional duties commensurate with the level of the post.




	Contacts:

· Be the key contact between the service and the Councils corporate information governance team;

· Colleagues in a wide range of public and voluntary sector organisations; Colleagues within the service; other employees of the Council and other Local Authorities.



	Relationship To Other Posts In The Department:

Responsible to:   Information Manager
Responsible for:  No direct reports


	


	Special Conditions:

· Enhanced CRB Disclosure 



	
	DATE
	NAME
	POST TITLE

	Created
	December 2017 
	Bruce Penhale/Liz Hume

	Assistant Director Communities and Early Intervention/Service Change Manager Children’s Social Care & Early Help

	Reviewed
	April 2018
	Dami Awobajo
	Head of Business Intelligence

	Reviewed
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PERSON SPECIFICATION

Job Title:  Data Flows and Systems officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Degree-level qualification
Project Management training
Evidence of continued professional and personal development


	Information Governance training/certification
Programme management training
	Certificate 

(to bring to interview)

AF / I

	Experience


	Extensive experience of understanding processes and practices in relation to a wide range of data and information systems and identifying how these can be adapted to enable access to the required data

Extensive experience of establishing safe and legal processes and procedures for receiving and analysing data, including confidential data of a personal nature

Extensive experience of pro-actively implementing and providing data protection assurance for a range of complex data requirements
Extensive experience of proactively ensuring data quality requirements are met and ensuring compliance with data protection requirements
Extensive experience of assisting proactively in ensuring that operational IT systems are fit-for-purpose and work for both operational staff and reporting purposes

Experience of successfully negotiating with and influencing a wide range of individuals, services and organisations across organisational boundaries in a multi-agency environment both at a strategic and operational level
Evidence of successful management of complex projects and successfully delivering project action plans within strict deadlines, budgets and resources, including identifying potential risks and their associated impact and likelihood
Experience of communicating complex information to a variety of audiences with different levels of understanding through a variety of media.
Experience of using Microsoft Office applications and producing reports and presentations (Word, Excel, PowerPoint, Project) and databases at a very high level.

	Experience of conflict resolution gained through working in challenging partnerships, particularly at times of reducing resources


	AF/I

AF/I/T
AF/I
AF/I
AF/I/T
AF/I/T


	Skills & Abilities


	Proven high level negotiation and influencing skills to bring a wide range of people on board with a significant change programme, including an ability to use contextual knowledge of different agencies legislative position and of individuals motivations to adopt differing styles and tactics to convince people to adopt new ways of working and sharing data
Proven problem-solving skills to solve highly complex problems to identify new ways of adapting processes and practices to achieve the desired outcome, including evidence of having done this in previous roles. This must include a pragmatic and ‘can do’ attitude to agree solutions to complex situations.
Written communication skills to compile reports and presentations detailing complex information
Ability to meet tight deadlines and conflicting demands
Ability to work with very minimal management direction to achieve agreed objectives


	Exceptional interpersonal skills to challenge agencies to radically change their ways of working 


	AF/I/R
AF/I/R

AF/I/R
AF/I/R
AF/I/R

	Knowledge


	In-depth knowledge of data protection and information governance. 
Understanding of the financial, political and policy issue pressures and challenges facing public sector services both operationally and strategically

Knowledge of key national policy drivers, Legislation, guidance and broader influences relating to 

the role


	Knowledge of how to apply the theory in practice across a range of public sector organisations.
In-depth knowledge of a the differing operating practices across a range of different services and organisations. 


	AF/I / R
AF/I/R

AF/I/R

AF/I/R

AF/I/R

AF/I/R

AF/I/R



	Work Circumstances


	Able to travel to different sites across the Borough 

Able to work outside of normal office hours on occasions (including evenings and weekends as necessary)

Commitment to personal and professional development


	
	AF/I/R

AF/I/R

AF/I/R


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; P = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview

�





�








G:\P22\Business & Finance\EDRS\Business Relationships Team June 2010\Job Descriptions\JE JD's PS Sept 2010\From Corrina

R:\Pay and Reward\JOB DESCRIPTIONS and Family Trees\9737 MASH Data Flows and Systems Officer\9737 MASH Data Flows and Systems Officer.doc

