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JOB DESCRIPTION
Job Title:


Information Officer
Salary:


Band 3 £21,391-£27,102 p.a.

Hours:



Full time 37 hours per week

Responsible To:

Information Manager

Conditions of Service:
National Conditions of Service for Probation Staff

Car User Status:

Casual user mileage allowance applies

Location:
South Warwickshire Justice Centre, Leamington Spa. Warwickshire  Probation Trust   reserves the right to move your base to any office within the County
Job Summary:
To manage the production of accurate and timely performance and business process information to further the aims and objectives of Warwickshire Probation Trust, including the management of information quality issues. To provide specialist IT support and coaching to a wide range of staff.
Key Accountabilities


Information Reporting Systems

1 Ensure accurate and timely provision of information reports, responding to changing requirements by creating or modifying current databases and spreadsheets in accordance with NOMS and business parameters, suppliers specifications and agreed standards and tools .  
2 Design and  develop  administrative and data collection systems ( including  databases and spreadsheets), in order to provide performance information or to support internal business processes  .
3 Analyse statistical data , summarising and presenting the results of the analysis accurately and clearly in writing and diagrams, including charts, graphs and pivot tables as appropriate.
4 Develop comprehensive user guidance  and process documentation across a wide range of databases and information reporting systems to promote efficient operation by system users.
5 Participate in and undertake to effectively exchange information with third party agencies.
6 Respond to adhoc requests for information from the Ministry of Justice, Trust Board and managers , including development of reports or spreadsheets, negotiating requirements and timescales.
7 Design or modify survey questionnaires and other data collection systems, extracting and analysing information and presenting it in meaningful terms for users
Quality Control and Training.
8 Establish and maintain appropriate monitoring and reporting processes, in liaison with divisional Information Assistants, to ensure the quality and integrity of the database and information reporting systems.

9 Provide information support and advice to the HMI quality assessment process by:

· Briefing the HMI group on user guidance

· Providing system support and amending records as required

· Extracting assessment results and adding to the monthly performance report

· Selecting data for review by using a sampling process 

10 Deliver training on  Microsoft Office applications, Internet  and case management systems developed for the Probation Service  such as  OASYS , CRAMS/DELIUS in accordance with national or system guidance and documentation, developing skills and knowledge of users, and providing follow up support and coaching as appropriate.
IT Technical Support, Maintenance & Administration

11 Assist the Information Systems Administrator with 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

12 Represent the Trust at local, regional and national system user groups and projects as designated by the Information Manager, including sharing best practice , feedback and implementing recommendations.

13 Support the Information Unit in maintaining administrative systems as appropriate.
Role Development

14 Participate in courses and ongoing training as required
15 Undertake any other tasks commensurate with the spirit and grade of the post as reasonably required by management
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