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JOB DESCRIPTION

	Post Title:
Performance Officer (Public Health Analyst)

	Department:  Communities & Wellbeing 
	Establishment/Post Number:  

	Division/Section: 
Strategic Development Unit 
Strategy, Procurement & Finance  
	Post Grade: 10

	Location:  Town Hall 
	Post Hours:
 18.5 hrs per week

	Special Conditions of Service: 

· Extended flexi time scheme in operation
· The nature of this post will require the post holder to work flexibly dependent on the needs of the job.  This can mean outside of normal working hours (e.g. to attend meetings, mobile / home working and to ‘hot desk’ as required.

· Ability to travel inside and outside the borough for which expenses will be payable in accordance with the Council’s conditions of service.
· Satisfactory DBS disclosure at the enhanced level to be renewed in line with the authority’s timescales.


	Purpose and Objectives of Post:

· To work as part of a Strategic Development Unit in order to carry out high level strategic business and data intelligence analysis.
· To support the regular production of performance management information for the department and partners.
· The post holder will support the strategic planning and development of public health and social care services by gathering and producing relevant research and performance based information / intelligence. This may include population needs assessment, the preparation of operational and strategic management information and performance review information as required by the Department

· To ensure the performance functions within the department are fit for purpose and enhances the ability of managers to achieve better outcomes

· To oversee the effective and efficient collection, analysis and reporting of data (internally and externally) in a timely and consistent manner.
· To work towards excellent data quality and the development of efficient information sharing across the department and partner agencies
· To deliver robust project based approach to business planning for the department which will include quarterly progress monitoring.

	Accountable to:

Head of Strategy & Development    
Assistant Director of Strategy, Procurement & Finance

	Immediately Responsible to:
Performance & Intelligence Manager 
Intelligence Lead 

	Immediately Responsible for: 
Not applicable

	Relationships: (Internal and External)
Internal

· Strategic Development Unit 

· Communities & Wellbeing Managers and staff

· Communities & Wellbeing Management Team 

· Other Bury Council Departments and staff

· Elected Members

External

· Users of the service and their carers
· Members of the public

· Staff in other authorities

· Staff within partner agencies

· Voluntary and community groups
· Six Town Housing board, management and staff and other housing associations
· Outside agencies such as Department of Health, Care Quality Commission (CQC), Health and Social Care Information centre etc


	Control of Resources

Effective use of ICT equipment and systems.


	Duties/Responsibilities:



	1. To work within the Strategic Development Unit to support the performance team in the delivery of effective and efficient performance functions for the department, this includes: 
· Ensuring systems are in place to secure good data quality
· Analysing data and producing management information reports
· Analysing data and performance and co-ordinating and completing all national, regional and local performance data returns, across all areas of work, such as: drugs and alcohol, housing, safeguarding adults, carers etc

· Analysing performance intelligence in order to inform department and service redesign.

· Submitting accurate returns on time and in accordance with guidelines

· Investigating and identifying areas of under achievement through benchmarking and other comparative studies
· Co-ordinating all Freedom of Information Requests for the department.
· Leading on the business planning process for the department
2. Support the work of public health and social care to meet the needs of the wider department.

3. To be responsible for the production of regular performance management information, ensuring it meets the needs of senior and operational managers.

	

	4. To ensure the provision of an investigative research and information function to contribute to the development of the department’s policies, new services and initiatives.
5. The post holder will contribute to the shared data resources to inform the Joint Strategic Needs Assessment (JSNA) or its equivalent for Bury. This will involve influencing and negotiating a clear plan of development and delivery across other teams work, including the Strategic Development Unit in order to achieve across partnership agreed requirements.

	

	6. Participate in the development and delivery of an intelligence based approach to the delivery of services.

7. Maintain a wider strategic awareness over the core business of the department and the Council. 
8. To lead on the departments business planning process.

9. To ensure that the business planning / processes are co-ordinated, this includes the co-ordination of quarterly returns and updates for the senior management team. 

10. To provide required support to managers in respect of the formulation of objectives, strategies, plans, structures and standards as required.

11. In consultation with Health and other relevant agencies to evaluate the health and social care needs of the population of Bury and produce reports to outline those needs.

	

	12. To be responsible for advising all managers and staff within the Department regarding the provision, understanding and development of information to support the business

	

	13. To design and undertake specific pieces of research including data analysis in line with the Department’s priorities and developments.
14. To work as part of the Strategic Development Unit in order to interrogate performance and data intelligence in order to effectively contribute to strategic developments / priorities within the department.

	

	15. To design and produce a wide variety of data gathering tools for the collection of information from specific research and consultation projects.

	

	16. To design and produce relational databases for the storage and interrogation of information from specific research and consultation projects and the training of relevant staff in their usage.

	

	17. To analyse and interpret data from specific research and consultation projects, produce regular reports and make presentations which will inform the strategic and operational needs of the department.

	

	18. In conjunction with line manager to ensure the implementation and understanding of governance arrangements within the division.

	

	19. To be responsible for the successful and timely production of Government returns.

	

	20. To ensure research factors contribute to the development of systems to monitor and evaluate the performance of the division and identify opportunities for improvement.

	

	21. To ensure as a team that all Freedom of Information Requests are co-ordinated and responded to within timescale and to a high standard. 

	

	22. To ensure links across the council and with other agencies such as Health and Six Town Housing are developed and maintained for the sharing of information and development of joint working.

	

	23. To ensure all relevant data sources are used effectively within the Department.

	

	24. To assist in the production of Local Performance Indicators and any internal performance indicators as part of the business planning process. 

	

	25. In consultation with other members of the Strategic Development Unit, the post holder will ensure that the views and stated needs of customers and carers are incorporated in the production of all reports produced by the section.

	

	26. To contribute to and regularly update an information strategy for the department

	

	27. To carry out horizon scanning activities for the team.

	

	28. To contribute to the preparation of road shows, exhibitions and events.

	

	29. To make presentations and prepare reports on the outcome of work undertaken to relevant staff groups, managers and other parties. 

30. To be involved in developing and maintaining effective networking across the Local Authority, regionally and nationally to ensure continuous improvement. 
31. To contribute to future developments of the electronic social care database (or any other IT systems) to ensure that any additional reporting requirements are reflected accurately in the system and to support any training needs required by end users.
32. To act as an expert user of the Business Objects reporting suite and contribute to the ongoing development of business reports for the department.
33. To carry out and coordinate service reviews as directed to support performance improvement

	

	Health and Safety Responsibilities

· To ensure that departmental health and safety arrangements are implemented, monitored, and improved as and when appropriate, within the team.

· To ensure that risk assessments are carried out within the areas of the team and that these are used in conjunction with recognised health and safety standards and good practice to ensure risks are appropriately controlled.

· To ensure that all employees within the team have a manual, handbook, or equivalent, that provides relevant details on the arrangements and standards that apply to their roles, a copy of the departmental health and safety policy, and a list of all corporate and departmental standards and arrangements with information on how they can be accessed or obtained should they become relevant. 

· To ensure that issues that require action that is beyond your control are reported through line management structures and/or to the Departmental Health and Safety Coordinator 

· To co-operate and coordinate with relevant internal and external parties on matters of health and safety to ensure that each party is able to appropriately control health and safety risks. 

· To ensure that staff within the team are consulted on matters that affect health and safety.

· To ensure that staff health and safety training and development needs are assessed, reviewed regularly, and acted upon appropriately.

· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.

· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety 

· To ensure that the Department’s and the Council’s health and safety arrangements are applied.

· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager. 

· To ensure that appropriate management or organisational representatives are informed of any apparent cases of serious or imminent danger, situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangements.




	Corporate Responsibilities:

1. To contribute to the overall management of the department and the council through contributions to corporate activities, e.g. working groups, organising events.

2. To support the Emergency Planning Welfare Team and respond to emergencies as required

3. To perform any other duties as may be required commensurate with the salary and the grade.

Limits of Authority:

Within the framework of Council and Departmental policies and instructions, and subject to the overriding authority of his/her line manager, the officer holding this post is authorised to undertake all duties appertaining to the areas of work outlined above

Organisational Competencies:

Customer Care – To continually review, develop and improve systems, processes and services in support of the Council’s pursuit of excellence in service delivery.  To recognise the value of its people as a resource

Valuing Diversity – To be responsible for contributions to the achievement of the Authority’s Valuing Diversity Policy, both in your work and through the implementation of action plans.  To provide a supportive open environment where all employees have the opportunity to reach their full potential.  To ensure that the Elected Members are encouraged to share in and reflect policy in their work

Developing Self and Others – To use processes and put processes in place to generate a learning environment.  To focus on the strengths and requirements of all individuals and enable them to further their skills and knowledge.  To actively pursue your own development.  To be self-aware and role model continuous self-development

To ensure that appropriate management or organisational representatives are informed of; any apparent cases of serious or imminent danger, situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangements.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties should be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired (See paragraph 203 of supplemental Conditions of Service)
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PERSON SPECIFICATION

PERFORMANCE OFFICER  

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Degree in social sciences/related discipline or equivalent qualification

(All certificates to be checked at interview)
	(
	

	Highly developed skill in using, interrogating and developing IT systems and databases to produce activity reports, management information and data analyses
	(
	

	Experience of working in a health/social care/housing/drugs and alcohol /voluntary or similar/related setting
	
	(

	Ability to work with people and/or external organisations to gather and disseminate information
	(
	

	Experience of working to deadlines/short timescales
	(
	

	Ability to demonstrate a sound understanding of research design and data gathering techniques
	(
	

	Experience of analysing quantitative and qualitative data and preparing data in a range of formats
	(
	

	Awareness and understanding of the contemporary issues, policy/legislative framework and other initiatives affecting social care services, e.g. performance indicators
	(
	

	Knowledge and understanding of the importance of an information strategy for social care services
	(
	

	Knowledge of value for money techniques and the role of research and data quality within that
	(
	

	Team working
	(
	

	Good literacy and numeracy skills including experience of report writing
	(
	

	Excellent communication skills, including negotiating skills and diplomacy
	(
	

	Project management skills
	
	(


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT

METHOD
	CRITERIA

	Test
	Ability to organise and prioritise workloads within limited timescales

	Test
	Ability to exercise initiative and work with minimum supervision from senior managers (and to tight deadlines)

	Test and Presentation
	Computer literate and competent in the use of Microsoft Office products and IT systems

	Test and Presentation
	Excellent written and verbal communication skills

	Presentation
	Ability to effectively analyse complex and / or sensitive information and communicate key messages clearly and concisely to a range of audiences

	Interview
	Willingness and ability to take on new challenges in response to change

	Interview
	Sound knowledge and understanding of service excellence and the tools available to drive up standards

	Interview
	Knowledge of requirements for the collection and production of performance information

	Test/Interview
	Ability to handle uncertainty including situations where there may be disagreement

	Interview
	Ability to develop effective networks, inside and outside the department, to share information and knowledge

	Interview
	Ability to challenge current practice, solve problems and develop innovative solutions to improve ways of working

	Interview
	To work on own initiative and exercise discretion

	Prior to Appointment
	Satisfactory disclosure at the appropriate level under the Criminal Records Bureau.


