JOB DESCRIPTION

DIRECTORATE:
FINANCE 
SERVICE AREA:
FINANCE MANAGEMENT
SERVICE UNIT:
RISK MANAGEMENT AND AUDIT SERVICES
POST:
INTELLIGENCE SUPPORT OFFICER (L09)

NAFN DATA AND INTELLIGENCE SERVICES
Background

NAFN Data and Intelligence Services is the largest shared service in Britain providing data, intelligence and best practice services to support verification, fraud investigations and debt recovery by local government and other agencies. Membership is open to both public and private sector organisations and there are currently in excess of 10,000 registered users from over 400 member organisations.

Oversight and direction is provided by an Executive Board elected annually by members at the AGM. The NAFN Leadership Team consists of the Head of Service, Membership and Communication Manager, Project Manager, and Service Team Manager who are collectively responsible for service management, performance and delivery of the annual Business Plan.

The Service Delivery Team comprises six Intelligence Officers, four Intelligence Support Officers and two Administrative Support Officers who respond to enquiries from members and support other activities undertaken to promote and further develop the service.
Main Purpose of Job

There are four intelligence support officers who are jointly responsible for processing data and intelligence requests on behalf of member organisations in strict accordance with the law, NAFN prescribed processes and meeting agreed performance targets. 
The post holder is required to provide day-to-day support to the Service Delivery Team. Some of these tasks will be routine in nature but there will be opportunities to participate in project delivery and marketing activities under the direction of the Leadership Team.  

MAIN RESPONSIBILITIES:

1. To process requests for data from member organisations and other agencies in strict accordance with the law, NAFN prescribed processes and meeting agreed performance targets.
2. To provide information and support to fraud and other investigators from subscribing and non-subscribing organisations.
3. To support NAFN Intelligence Officers in the delivery of services.
4. To maintain office records and filing systems, including financial administration and routine clerical duties such as post, photocopying and fax transmissions.
5. To perform other duties as and when required commensurate with the level of responsibility. 
PERSON SPECIFICATION

DIRECTORATE:
FINANCE 
SERVICE AREA:
FINANCE MANAGEMENT
SERVICE UNIT:
RISK MANAGEMENT AND AUDIT SERVICES



 

POST:
INTELLIGENCE SUPPORT OFFICER  (L09)
NAFN DATA AND INTELLIGENCE SERVICES
GRADE:   C

SALARY:   £18,795 - £19,171
DATE:    April 2019
COMPETENCY/SKILLS/PERSONAL QUALITIES
       

         

CATEGORY
KNOWLEDGE/EDUCATION

4 GCSE’s (Inc. English and Maths) or equivalent.





E
NVQ in public administration or equivalent training.





D
Specialist Skills & Knowledge


Computer Skills 

Word processing, spreadsheet and database applications.




E
Working with Anti Fraud Information


An awareness of fraud and associated legislation.





D
An awareness of Data Protection Regulations.





E
An awareness of agencies that can provide information in the fight against
fraud.

      









D

Clerical Support

Ability to maintain financial records, prepare recharges and assist with the  

D
budget monitoring process.
Experience of providing clerical support e.g. photocopying, fax 



E
transmissions, stationery orders, maintenance of filing systems.
Ability to support a small service team.






E
Customer Focus

Quickly builds rapport, easily establishes relationships and relates well to different 
types of customer.

The ability to interact with customers and deliver customer care.



E
Ability to work well with members to help enhance the service.



D

Working with Others

Communicating Orally - Speaks confidently and fluently.  Talks at a suitable 
pace and level.  Holds others’ attention when speaking.

Ability to work with people both face to face and over the telephone.


E

Communicating in writing

Writes fluently, clearly and concisely.  Adapts own written communication 
style to suit the needs of the recipient.

Ability to compose letters and emails that are clear, concise and appropriate

E

to the needs of the recipient.
Ability to follow instructions and complete relevant documentation in a legible 

E
Way.
Team Working

Develops effective and supportive relationships with colleagues and is considerate 
towards them and creates a sense of team spirit.

Ability to work co-operatively, sensitively and effectively as part of a team.


E

Experience in supporting colleagues and team members.




E

Ability to communicate effectively with colleagues and team members.


E

Using Initiative

Make timely decisions based on factual data.

An understanding and ability to make decisions at the appropriate level.


E
Make decisions based on practical experience, working knowledge and 

rational judgement.









E

