WARWICKSHIRE PROBATION TRUST

Job Description

Joint Programmes Unit

Job Title:



Programmes Information Officer
Salary:



Band 3
Responsible To:


Programmes Manager
Car User status:
Casual user mileage allowance 

Location:
Joint Programmes Unit, Coventry
Job Purpose:
To provide high quality accurate management information from a range of IT systems which are relevant to and support the effectiveness of the Joint Programmes Unit and the organisations performance and business strategies. 

Main Duties and Responsibilities  

Information Reporting Systems 

1. Develop appropriate databases, systems, processes and reports in order to provide relevant, accessible and timely information which contributes to the national performance indicator (IPPF) and  overall performance of both Warwickshire and also Staffordshire / West Midlands Probation Trusts. 
2. Develop and provide regular reports and feedback to appropriate staff. 
3. Provide specified management information, as directed by the Programmes Manager, in relation to contractual requirements with partnership organisations.

4. Respond to queries regarding programme management information providing advice to staff as appropriate. 

Quality Control 

5. Ensure the quality and integrity of the database and information reporting systems are maintained and developed to reflect business requirements by developing and implementing an appropriate audit process . 
6. Identify and resolve discrepancies in data and reports , providing feedback through reports to relevant staff and liaising with staff in Staffordshire/West Midlands Probation Trust where appropriate to achieve improvements in quality of data and reports.

7. Contribute to the testing and implementation of relevant IT systems
8. Monitor, review and analyse data and provide feedback to  appropriate management and staff
9. Represent the Joint Programmes Unit at local regional and national groups including IAPS system user groups and projects as designated by the Programmes Manager, sharing best practice and implementing improvements.

10.   Lead on selected IT projects in line with business requirements to enhance the Programmes Unit’s delivery and performance. 

11.  Develop and maintain appropriate administrative systems that support provision of management information. 

Supervision of Staff

12.  Supervise a small team of administrative staff including recruitment, induction, training and appraisal 
13.  Assist the Programmes Manager in performance management of administrative staff

14.  Administer the imprest and petty cash system ,  maintaining accurate records for audit purposes and liaising with the Finance Section where appropriate
15.  Ensure administrative support is provided for the Unit , resolving problems and providing cover of administrative functions as appropriate.
Role Development

16.  Participate in courses and ongoing training as required.
17.  Undertake any other duties, commensurate with the spirit and purpose of the post which may from time to time be determined.

