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PERSON SPECIFICATION

INFORMATION OFFICER

For effective performance of the duties of the post, the potholder will have, as a minimum, the skills and knowledge detailed in Essential Criteria.

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualifications:
	· Educated to degree level or equivalent
	· Management qualification

· ITIL Foundation Certificate in IT Management

	Knowledge:
	· Highly developed theoretical and practical knowledge of a wide range of IT systems and their uses, notably MS Office
· Use of IT to support practise

· Methods of statistical analysis and the presentation of information

· Process and Project Management
· Knowledge of Performance Management Systems and their applications.


	· Implications of the 1998 Data Protection Act and the freedom of Information Act for Probation



	Experience:
	· Developing and designing databases and spreadsheets to provide performance information
· Planning and implementing IT training and projects

· Analysing statistical data and summarising the results accurately and appropriately

· Managing others to achieve results


	

	Skills
	· Create and design databases and spreadsheets and use specialist software packages (e.g. BIQ)

· Ability to analyse, interpret, and explain complex data in meaningful terms.

· Summarise clearly in writing and diagrams the key findings of any particular analysis

· Ability to organise workload in a methodical manner and meet deadlines

· Prioritise and manage time effectively

· Prioritise the workload of staff for whom they are responsible

· Ability to influence others both on a one-to one basis and in group training sessions.


	

	Abilities and Disposition:
	· Ability to use initiative and work unsupervised 
· High standard of computer literacy including good keyboard skills

· Good communicator, confident in dealing with staff at all levels

· Diplomatic and persuasive with staff at all levels

· Team Player

· Committed to Equal Opportunities and anti-discriminatory working practice

· Committed to personal development and the development of others

· Willing to undertake further training as the role requires
	

	Physical Requirement:
	· Car owner/driver
	· Able to install equipment
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