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JOB DESCRIPTION

	Department:
	Highways & Public Protection
	Location:
	Magdalen House

	Division:
	Transportation & Highway Infrastructure
	Post No:
	20798

	Section:
	Development and Support	
	
	

	Post:
	Senior Systems & Data Officer 

	Grade:
	I 
	[bookmark: _GoBack]




Responsible to:	Systems Development & Records Officer 

Responsible for:	There are no direct reports.


Job Purpose

To support the management and development of all Transportation and Highway Infrastructure (T&HI) asset management systems, and to be a key influencer in the delivery of an integrated solution.  To assist to maintain all data underpinning the highway asset and to ensure that it is accurate and up-to-date

To deliver the following outcomes:

· Informed decisions are made
· More effective working with partners and neighbouring authorities
· Statutory legislation requirements are achieved
· All relevant ISO & British Standards are achieved


Main Duties and Responsibilities – General

1. To be Lead Officer for the day-to-day management of T&HI systems.

2. Provide technical input for the Highway Infrastructure Asset Management Plan processes and systems.

3. To support all teams across T&HI to maintain and provide continual improvement to system processes and information supporting service redesign.

4. To participate in and contribute to multiple time-bound, parallel running projects, requiring internal and external stakeholder liaison, and ensuring compliance of all aspects with current relevant legislation & Codes of Practice.

5. To support services across T&HI to identify future opportunities to enhance the customer experience, raise productivity and reduce costs or increase efficiency.

6. To assist to develop and support the implementation of a T&HI performance management system.

7. To support the Development & Support Manager in T&HI and team performance management objectives.

8. To undertake research and analysis of quantitative and qualitative information from internal and external sources, and to be able to present in a clearly understood format to various audiences

9. Assist to co-ordinate, measure and monitor progress by T&HI in relation to any Departmental, Divisional and Corporate led initiatives.


Main Duties and Responsibilities – Systems Development

10. To incorporate National Strategy and legislative updates into the systems development lifecycle.

11. To work with internal and external 3rd party ICT providers and stakeholders, in the planned management of T&HI software and hardware, systems, process changes and data.

12. To work with internal and external 3rd party ICT providers and stakeholders, in unplanned problem resolution, liaising with stakeholders to identify and resolve omissions in interfaces and solutions.

13. To identify and deliver solutions to ensure business processes and systems are “digital by default.”

14. To maintain and manipulate, via available software tools, systems and processes that hold T&HI data.

15. To assist in the design, implementation and adaption of data representations, in line with “Single Source of Truth” (SSOT) aspirations and methodologies.

16. To assist in the application of systems analysis techniques to a wide range of business and systems processes, identifying gaps and improvements where appropriate.




Main Duties and Responsibilities – Data Management

17. In the event of system or technology failures, to provide prompt temporary back-up solutions to ensure records remain as current and accurate as possible.

18. To manage, maintain, manipulate and report on records, whether spatial or non-spatial, or a combination of both.

19. To manage and maintain software and records in relation to the National Address Management requirements.

20. To review and update systems and data, at both a local policy and delivery level.

21. Assist the Authority’s Street Custodian to ensure that the Council complies with key statutory requirements.

22. To ensure all relevant spatial data is created and complies with Public Sector Mapping Agreement (PSMA) and Data Co-operation Agreement (DCA). 


Outputs Required

(1) Corporate Outputs

Support the delivery of the ‘One Council’ approach to service delivery and cross departmental collaboration 

Promote effective communication, within the Council and externally.

Support corporate projects and initiatives and collaborate in cross service working. 

Help to actively promote the profile of Sefton as a place to live, work and visit.

To contribute to Council Priorities 



(2) Divisional Outputs

As a member of the Development and Support team, support the Development and Support Manager to work with elected members to develop the strategic direction and priorities of the Council and secure their implementation.

Assist to deliver the Council’s Transportation & Highway Infrastructure outcomes and objectives.


(3) Management/Leadership Outputs

With members of the Development and Support Team, ensure that the conditions exist for employees to develop and enhance their skills to enable them to contribute to the achievement of Corporate, Departmental and Divisional objectives.


(4) Core Competencies

The Council operates a competency framework. This framework has been supplemented by T&HI to include more specific needs of the Division. This is available in more detail, but it aims to set out the types of behaviour expected at different levels of the Division, set against the following criteria:

· Valuing, developing and supporting our people
· Focusing on the customer
· Using Information to make decisions
· Planning and Managing resources
· Working as a team

The post holder will be required to demonstrate the ability to perform at the following competency levels:
 
· Levels 1 & 2

The T&HI Core Competence Framework Guidance booklet is attached.

[bookmark: Pg23]Our behaviours should reflect the Values of T&HI as set out in the Vision, Mission and Values appendix, and contribute to the successful delivery of our outcomes. 


(5) Linkages

To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams within T&HI, other corporate departments and outside agencies. Some of the critical relationships for your post include:

· ICT & ICT Contractor
· External Agencies such as GeoPlace
· Merseyside Local Authorities
· Other Local Authorities
· Capita Innovations
· Various Software Suppliers and ICT developers

This does not represent an exhaustive list.


Organisation Chart

See attached


Special Conditions

Attendance at evening meetings of the Council’s Committees and Resident or Interest Group meetings may be a feature of this post.

A casual car user’s allowance is available. The post holder must hold a current driving licence.

The post holder will be required to attend appropriate national/regional working/user groups, which may be out of the Borough.

General

The post holder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

All staff will undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Prepared By:	Stuart Jackson
Designation: 	Development & Support Manager 
Date:			February 2019		



PERSON SPECIFICATION

Post: Senior Systems & Data Officer                          Post No:	

Department: Highways & Public Protection     Division: Transportation &        Highway Infrastructure

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

A minimum of 5 GCSE’s (Graded A-C or above). 

2 ‘A’ Level qualifications (in subjects appropriate to the tasks of the post, or a BTEC National Diploma/Certificate/NVQ3 (or equivalent) in a discipline that supports the key tasks of the post.

A Degree or equivalent in a subject that supports the key tasks of the post.

Professional Membership/Qualification.
	

(E)

(E)




(E)


(D)



	

AF/C/I

AF/C/I




AF/C/I


AF/C/I




	EXPERIENCE

Experience of working in a Local Authority Transportation and/or Highways Management environment and knowledge of the highway asset management requirements and legislation to underpin the activity.


Experience of working with third party systems developers to investigate and remedy any issues with software and associated hardware to effect process changes and problem resolution. 

Experience of working with third party ICT providers in managing all required hardware and software tools, local and cloud storage requirements.

Experience of collaboration with others in problem resolution and the identification of root causes. 

Significant experience working with databases & writing complex queries to interrogate data. 

Experience of working with spatial data and/or Ordnance Survey maps and/or GIS systems. 

Experience of maintaining and adapting systems and data to changing National Strategies and legislation and in line with local organisational policies and service delivery.

Experience of maintaining and delivering policies, procedures and systems changes at speed due to urgent changes in requirements.

Experience of designing, implementing and adapting data schemas to single source of truth methodologies.

Experience of delivering and documenting effective and clear policies, procedures and user guides.

	

(E)





(E)




(E)



(E)


(E)


(E)


(D)



(D)



(D)


(D)
	

AF/I





AF/I




AF/I



AF/I


AF/ I/


AF/I/


AF/I



AF/I



AF/I


(AF/I)

	
KNOWLEDGE/SKILLS/APTITUDES

Knowledge
	
The post holder requires advanced theoretical, practical and procedural knowledge across the specialist areas of Highway Management and National Addressing and Associated Standards. 

The post holder requires knowledge of the associated Council organisational policies, practices and procedures. 
	




(E)




(D)





	




AF/I




AF/I






	Skills 
	
The post holder requires analytical and judgemental and/or creative and developmental skills to analyse and interpret varied and complex information or situations and to produce solutions or strategies over the long term. E.g. more than 1 year.

The post holder will be involved in exercising developed advisory, negotiating or persuasive skills, to encourage others to adopt a particular course of action, and will be exchanging orally and in writing complicated or sensitive information with a range of audiences.


The post holder will have direct responsibility for handling and processing computerised information, where compliance, care, accuracy confidentiality and security are important.

The post holder will require dexterity, co-ordination and/or sensory skills, where there are considerable demands for precision in the use of these skills.

The post holder requires the following abilities: 
· Communicate effectively. 
· Develop self and others. 
· Maintain personal resilience.  

	

(E)





(E)







(E)



(E)




(E)



	

AF/I





AF/I







AF/I



AF/I




AF/I




	Aptitudes

The post holder will be working within recognised guidelines and will make frequent decisions, without ready access to senior officers.  The post holder will consult a manager for advice on policy or resource issues. 

The post holder will be subject to prolonged periods of concentrated mental attention.

The post holder will be required to demonstrate the ability to perform at the following levels for core competencies:  Levels 1 & 2 (see appendix)

	

(E)




(E)



(E)
	

AF/I




AF/I



AF/ I

	SPECIAL REQUIREMENTS

The post holder may be expected to attend meetings outside of normal working hours.

The post holder may be required to participate in the emergency plan.

Must be able to travel independently over a wide geographical area if required.
	

(E)


(E)


(E)


	

AF/I


I


AF/C/I




	Prepared by: Stuart Jackson
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: February 2019
	T
	= Test

	
	P
	= Presentation



 

