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JOB DESCRIPTION
Job Title:


Information Officer

Salary:


Band 4 pay points 75-102  £26,229 - £34,239 p.a.
Responsible To:

Information Manager

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

Car User Status:

Casual user mileage allowance applies

Location:


Head Office
Job Summary:
To manage the production of accurate information to further the aims and objectives of the National Probation Service – Warwickshire including the management of information quality issues. To supervise, develop and support the Information Administrators. To provide specialist IT support to a wide range of staff.
Key Accountabilities


Information Reporting Systems

1 To manage the regular provision of complex and routine data and reports to the Home Office, Senior and Area Management  in line with national and locally agreed requirements and deadlines.

2 To manage the implementation and evaluation of administrative and data collection systems in line with business needs by researching, adapting, developing and designing a broad range of IT systems on a regular basis
3 To design and develop comprehensive process documentation across a wide range of databases and information reporting systems to promote efficient operation by system users.
4 To regularly participate in and undertake to effectively exchange information with third party agencies

5 To manage the provision of information in response to adhoc requests from the National Probation Directorate and Warwickshire Probation Area staff negotiating requirements and timescales
6 To regularly act as Administrator for a wide range of specialist reporting tools to facilitate extraction and analysis of data records

Quality Control

7 To establish appropriate monitoring and reporting processes to ensure the quality and integrity of the database and information reporting systems are maintained and developed to reflect business requirements, in liaison with divisional Information Assistants.

IT Technical Support, Maintenance & Administration

8 To assist daily in the 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

9 To regularly provide Help Desk support for CRAMS, IAPS, e-OASys, Lotus Notes, RAS, Exhibit, DVE, Internet and Intranet identifying and resolving problems
10 To regularly represent the Area at local, regional and national system user groups and projects as designated by the Information Manager, including sharing best practices, feedback and implementing recommendations.

11 To support the Information Manager by leading on selected IT Projects in line with business requirements.
12 To support the Information Unit to maintain administrative systems as appropriate.
Supervision, Co-ordination & Administration
13 To be responsible for all aspects of the supervision of the Information Administrators including work allocation, supervision and appraisal, individual performance issues, on-the-job-training and overall role development. 
14 To be responsible for the design, planning, organising and regular delivery of training to staff on a wide range of complex and specialist information data systems, developing skills and knowledge of users, and providing follow up support and coaching as appropriate.
Role Development

15 To attain ITIL Foundation Certificate in IT Service Management

16 To participate in courses and ongoing training as required
17 To undertake any duties within the overall responsibility of the job as determined from time to time
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