
OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: Intelligence Officer


	Directorate: Policy and Governance
	Division/Section: Business Intelligence


	Grade: 6



	Job Purpose:

To provide the Council, partners and other commissioners with a robust evidence base in order to inform strategies and decisions. The postholder may work primarily in their own specialist area/s, however will be expected to work across the team in order to support the delivery of a joined-up and co-ordinated understanding of local need. 

To promote the appropriate use of business intelligence across the organisation, supporting the development of a culture that places the onus for performance management on individual services, ensuring that the work of the Business Intelligence team adds value to and supports the Council’s strategic direction and underpins informed decision-making.




	Key Tasks:
1

To lead the design, development and implementation of appropriate information systems, data management programmes, geographical information systems and computer based models to contribute to development of key strategies, policies and campaigns, strategic assessment, and funding bids across a range of work areas.

2

To provide professional advice and support on relevant research and business intelligence to other parts of the organisation and commissioning clusters, focussing on work areas complementary to Council services.
3

To design, lead and project manage a range of both internal and external research and evaluation projects in response to the needs of commissioners. Making the best use of a range of quantitative and / or qualitative methodologies and resources to design, undertake, analyse, report and disseminate information. 

4

To ensure that the Council meets its statutory duties with regards to data submission and analytical support for inspections and peer reviews across areas such as Children and Adults social care, Housing, Public Health, Economic Development and so on. 

5

Monitor trends and analyse data in order to contribute to the development of key strategies, policies and campaigns, strategic assessments, and funding bids focussing on a range of work areas.
6

Produce forecasts, maps, plans, customer insight reports, and bulletins for use by decision-makers across the Council and its partnerships.

7

Produce regular performance reports for decision-makers, helping them test the effectiveness of commissioning strategies and drawing their attention to areas of concern

8

Support the Senior Intelligence Analyst in contributing to the Council’s corporate performance framework

9
Expertly use data query tools (e.g. Business Objects, SQL, Crystal reports) to extract data and provide analysis for the Business Intelligence Service and the organisation.
10

Liaise actively with key stakeholders within ICT and other relevant database administration teams (e.g. Frameworki)

11
Expertly use GIS and geo-demographic data for spatial analyses to inform business planning, policy and strategy development, and provide the intelligence for various audiences to underpin commissioning. 

12
Support the Senior Intelligence Analyst to develop constructive working relations both with data gathering / providing organisations, including the Office for National Statistics and government departments, and with local authority sponsored or funded research organisations (e.g. CIPFA, LG inform). 
13
Develop detailed understanding of government guidelines (statutory and non-statutory) and how they will affect data collection, analysis and service delivery 

14
Develop contacts with frontline services to better aide data analysis and develop detailed, on-the-ground, knowledge and understanding of Council and Partners’ business areas (e.g. Environment, Social Care, Health, community safety)

15
Liaise with colleagues across the Council to understand their requirements, designing and delivering appropriate business intelligence products in a range of different formats and media such as detailed research reports and customer insight profiles to meet these. 

16
To prepare reports and present research appropriately tailored to a wide range of audiences including chief officers, the Leader and Cabinet Members, as well as service users, helping to ensure that research findings influence service delivery and policy. 

17
Contribute to the governance of research and consultation methods across the Council and with partners and keep informed of development in statistical and survey research methodology and the application of computing techniques relevant to Local Government. 

18
Design and develop tools and toolkits to help analyse, interpret and present data in an accessible way.

19
Maintain up to date, accurate information so that customers can find the answers to frequently asked questions quickly and easily, through integrated information and corporate knowledge systems.

20
Make appropriate use of all Business Intelligence systems to capture, QA, analyse, and report on data and key activity.

21
Model and champion the integration and automation of data collection and reporting, including the use of core business intelligence systems.
22
Model working flexibly across specialisms to support the deliverables of the Intelligence Hub and the wider Business Intelligence Service
23
Make an effective contribution to the Business Intelligence Service, ensuring that the service delivers continuous improvement.



	Standard Duties:

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

2. To uphold and implement the policies and procedures of the council and directorate including those relating to customer care and health and safety.

3. To undertake continuous professional development (CPD) and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures, and to ensure that members of the service are informed appropriately. 

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




	Contacts:

Elected members and senior officers across the council and in partner organisations.



	Relationship To Other Posts In The Department:

Responsible to: Senior Intelligence Analyst
Responsible for: None



	Special Conditions:

None


	
	DATE
	NAME
	POST TITLE

	Prepared
	7 Sept 2015
	Dami Awobajo
	Head of Business Intelligence 

	Reviewed
	21 Sept 2015
	Dami Awobajo
	Head of Business Intelligence

	Reviewed
	     
	     
	     


OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:   Intelligence Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Appropriate degree, professional qualifications, or equivalent experience in statistics, research methods, a social science or a related discipline.
Evidence of continued professional and personal development.
	
	AF

AF

	Experience


	Substantial experience of conducting research and consultation.
Substantial experience of analysing and interpreting complex statistical data.
Substantial experience of using statistical software packages and geographical information systems.
Experience of delivering or contributing to statutory data returns 

Experience of collecting, reporting and analysing performance management data

Experience of using the main social and economic data sources such as the Census of Population, DWP datasets and ONS population datasets.

Experience of simultaneously managing a range of projects with competing deadlines.
Experience of working effectively across the organisation at all levels and with a range of partners.

Demonstrable track record of working with a positive can-do attitude and willingness to embrace new work areas, skills and techniques.
Experience of using statistical software packages such as SNAP, SPSS or SAS and spreadsheets such as Excel.

Experience of using performance management systems 

Experience of using GI software such as MapInfo.


	
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I



	Skills & Abilities


	Ability to produce and analyse research and intelligence findings, identifying key trends, patterns and issues.

Excellent verbal and written communication skills, including the ability to explain complex information clearly and concisely in a manner appropriate to the audience.

Effective presentation, communication and interpersonal skills and ability to apply these effectively to a variety of audiences.

Proven ability to produce detailed and accurate work within deadlines.

Ability to work as a team and on own initiative, determining priorities and meeting important deadlines over the short, medium and long term on complex and potentially contentious projects.
Prioritise competing tasks effectively ensuring delivery of all key work areas to appropriate timescales.
Ability to use computer packages used for GIS, performance management, word processing and spreadsheets. 

Ability to establish positive working relationships with a range of people at different levels within the council, partners, external bodies (e.g. ONS, Central Govt Department) including with elected members.

Ability to act as an ambassador for the team and borough in line with Oldham’s values and behaviours.

Ability to utilise IT software and systems effectively within both an office environment (MS Office, Word, Excel, PowerPoint) and for specialist BI and information purposes (CorVu, GI systems).
Expert ability to write reports using reporting tools such as CorBusiness, Business Objects, SQL, Crystal Reports.
	
	I

AF / I / T
AF / I /T
I

I / T

I

I

I

I
AF / I / T

AF / T

	Knowledge


	Good understanding of the fundamental importance of data quality and data protection, their implications for the Council and the role of the post in this regard. 
Understanding of the use of demographic and other information to inform needs assessment.
A good understanding of key local and national issues affecting public sector organisations and communities.
Knowledge of the national policy and legislative environment affecting local government.
Knowledge of research ethics and how to address ethical issues arising in both quantitative and qualitative research and/or knowledge of data quality and data protection issues, their implications for the Council and how to address them.
Knowledge and understanding of the politically sensitive environment in which local authorities operate and particularly the role of locally elected politicians.
An understanding and knowledge of the workings of local and central government including its legal, financial, social and political context.

	Excellent overall knowledge of the council, its functions, structures and governance.
Knowledge of customer segmentation data and techniques.

	I

I

I

I

I

I

I

I

I



	Work Circumstances


	Able to work flexibly to meet the demands of the service (including evening and weekend as necessary).
A demonstrable commitment to personal development.

	
	AF / I

AF / I


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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