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Manchester City Council
Role Profile

Data Support Assistant   Grade 5
Performance Research and Intelligence, Corporate Services Directorate
Reports to: Senior Data Officer 
	

Key Role Descriptors

Working within a support service or Centre of Excellence the role holder will provide high quality, customer focused, flexible and timely creative solutions to support the achievement of objectives of a high quality service.

The role holder will deliver an effective, professional support function, establishing excellent relationships with customers and stakeholders and ensuring quality customer focused services are delivered within performance and quality targets.

Key Role Accountabilities:

Implement best practice in the delivery of work activities on behalf of all customers of the service in accordance with the authority’s corporate aims and objectives, strategic plans and organisational values.

Ensure all work carried out fits within the parameters of service level agreements and seek to maintain relationships with the business to ensure the highest standard of service delivery.

Work collaboratively with colleagues and stakeholders to enhance the role of the service throughout the Council.  Facilitate customer feedback and assist in identifying solutions to resolve issues to improve service delivery.

Maintain competence in subject matter specialism, undertaking research and information gathering to ensure Council adopts and maintains best practice in areas of specialism, providing ad hoc advice as required.

Coordinate the production and supply of accurate management information to support the needs of the service in line with agreed objectives.  This will include the provision of accurate analysis support.

Effectively contribute to the monitoring, evaluation and improvement of all corporate support activities and house-keeping protocols that support the needs of the service and corporate initiatives.

Support the production of a range of high quality communication, such as reports and briefing notes.

Personal commitment to continuous self development and service improvement.


Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.


Role Portfolio

The role is within the Performance, Research and Intelligence (PRI) service and our objective is to ensure decision makers in Manchester have the evidence, intelligence and information they need to make decisions which have the most positive and effective impact on the city’s priorities.
The role holder will work collaboratively to develop and implement business processes to control, manage and improve data quality to ensure any data that the Council uses is accurate, reliable and consistent. 

The role holder will work on a team to support the delivery of key corporate data through the use of relevant software applications and software tools to meet corporate and directorate needs for critical data and to provide key data which is utilised across services.

They will support the work of the team in maintaining systems to prioritise and deliver programmes of work to develop, cleanse and provide data in an accurate and timely way to meet corporate and directorate needs. This will involve working closely with other Research and Performance staff on different teams.

They will work with ICT, operational stakeholders across the authority and partner organisations to maintain data needs and support the Senior Data Officers on providing advice on how best to integrate and report on data to optimise the use of data across the authority.

Assist other team members in supporting the development and implementation of systems and processes which prioritise work requests based on meeting key corporate objectives.

Work with other team members to deliver agreed programmes of work on time and of appropriate quality to maintain or develop agreed corporate data for use across the Authority.

Support team members in the work with ICT to ensure systems and hardware use in PRI is fit for purpose, available and aligned to corporate needs.

Liaise with operational stakeholders to support corporate data needs and work proactively to deliver required improvements and enhancement to corporate data. 

Work proactively with other team members to monitor infrastructure to support the PRI function to effectively manage any resources provided.

The role holder will have:
· Knowledge of the application of ICT within services
· Knowledge of large organisations and how corporate systems and departmental systems interrelate
· Ability to use ICT applications which extract transform, manipulate and format data from multiple sources to support cross system data usage and performance management reporting


Key Behaviours, Skills and Technical Requirements


Our Manchester Behaviours
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly
	
Generic Skills

· Communication skills: Good literacy and numeracy skills to undertake calculations and produce letters and other documentation. Ability to communicate clearly, concisely, accurately and in ways that promote understanding.
· Analytical Skills: Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information. Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources.
· Problem Solving & Decision Making: Ability to analyse situations, diagnose problems, identify the key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable solution.
· ICT skills: Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.
· Planning & Organising: Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority 
· Research and Intelligence: Ability to research information from a variety of different sources and present in a variety of formats

Technical Requirements (Role Specific)
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