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Job Description

Job Title


Temporary Information Administrator
Salary
Band 2 : pay points  26 to 46,  £16,905 - £20,566  pro rata
Contracted hours
Part time 22.5 hours per week 
Contract


Temporary up to 31 March 2012
Responsible To

Information Officer

Conditions of Service
National Conditions of Service for APT & C Probation Staff


Car User Status

Casual user mileage allowance applies

Location


Warwickshire Justice Centre, Leamington Spa 
Job Summary
Assist the Information Officer in the production of accurate information and reports; provide Help Desk support to users and assist with user coaching support and training
Key Accountabilities

Information Reporting Systems

1 Provide information and reports to NOMS, management and staff in accordance with national and locally agreed standards and established processes , including inputting data, running queries to extract information for reports and  ensuring  data quality.
2 Assist the Information officer in response to adhoc requests for information from the Ministry of Justice, NOMS, Trust Board, management and staff.
3 Assist the Information Officer in the development of administrative and data collection systems.
4 Participate in the role of Administrator for a wide range of specialist information systems to enable data entry, data extraction and analysis of data by users.
IT Technical Support, Maintenance & Administration

5 Assist  the Information Systems Administrator with provision of Help Desk support to all levels of staff and either provide solutions to problems or refer them to the National Probation Service Help Desk (Steria) to enable users to maintain IT access. 
6 Support the Information Unit in maintaining administrative systems as appropriate.
7 Assist in the accurate documentation of processes for system and user support.
8 Undertake Display Screen Equipment Risk assessments for users at their workstations where appropriate.
9 Deputise for the Information Officer in representing the Trust at local, regional and national system user groups and projects as designated by the Information Manager, including sharing best practices, feedback and implementing recommendations.
10 Assist the Information Officer in training, providing assistance , coaching and support to users where appropriate.
11 Provide support to the Business Support Team where appropriate.
12 To undertake any duties within the overall responsibility of the job as determined from time to time.
13 To participate in courses and ongoing training as required.
�








S/HR/JD/ Information Administrator.doc

18.5.11

