EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Data Manager 
Department: Children’s Services
Grade: Single Status 12
Responsible to: Data & Information Manager
Responsible for: Information Analysts
[bookmark: _Hlk124240089]Purpose of the Role:
The purpose of this role is to manage a team of information analysts to provide accurate reporting of performance and produce timely reports that support strategies to improve outcomes for children, young people and their families.
The team covers;
· Special Educational Needs
· Strategic reporting for Social Care and Early Help
· South East regional benchmarking 
· Ofsted inspection
This role is required to manage deliverables and the team, get hands on with the analysis and reporting and be able to produce and present reports for a variety of different audiences.
The role is responsible for ensuring the successful completion of statutory data returns, as well as tracking, modelling and forecasting of key data.  Ensuring that data collected by the projects through our information systems can be effectively used to report on performance, and for the regular quality checking and production of data for Ofsted inspections.
Key tasks:
1. Responsible for the delivery of performance reports where there are competing and demanding deadlines.
2. Responsible for managing the team, including mentoring and training, supporting them with more complex data manipulation, analysis and reporting.
3. Be the subject matter expert for the service on Special Education Needs.
4. Provide high-quality information, intelligence and analysis to inform customers and partners including the production of written advice for inspection, the intranet, internet or external publications as required.
5. Deputise for the Data and Information Manager as required, including attendance at external meetings.
6. Responsible for responding to enquiries from customers and partners about the accuracy and content of the reports.
7. Independently manage projects and hold accountability for delivery of the project objectives. This will include; ensuring project documentation is produced and maintained, and progress is reported to the project sponsor and project board, engagement with stakeholders, responsibility for decision making and obtaining approvals through relevant governance processes.
8. Ensure project specific policies, procedures and regulations are followed by self and members of the team and lead on the development of local policies, procedures, systems and guidance in response to changes in legislation, project guidance and best practice. 
9. Plan and organise long term programmes of work including allocation of work to other members of the team, having regard to the effective use of resources and safe working practices.
10. Develop and maintain local and national professional networks and relationships with external organisations and professionals, including with partnership organisations.
11. Review the service provision and make recommendations for improvement to local systems, taking a lead on implementing changes.
12. Line manage and supervise staff to ensure the delivery of services which respond to local needs. Ensure that Council policies are met, staff wellbeing is maintained and staff performance continuously improves. This includes undertaking one to one’s, maximising Performance discussions and providing support with identifying training and development needs for staff and addressing any delivery or performance concerns.
13. Lead on the production and presentation of performance reports to strategic partnership groups. This includes producing summary reports verbally or in written format.
14. [bookmark: _Hlk90892196]Analyse very varied and highly complex data (many thousands of records) and information in order to support the development strategies and plans in the long term. This will include working across more than one area of specialism or contributing to setting plans for more than one team, where there are competing priorities that need to be taken in account when developing plans.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.

PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
2. Able to use own initiative to solve complex problems and develop solutions.
3. Ability to accurately input and check computer data.
4. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences, including diplomacy and negotiation skills.
5. Attention to detail and a high level of accuracy.
6. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
7. Ability to use research to inform the content of reports where appropriate, and the ability to produce clear and accessible reports to be shared with managers. 
8. Ability to respond to enquiries and complaints in a professional and courteous manner.
9. Ability to provide strong leadership skills and act as a role model for the team, able to use coaching and mentoring skills
10. Ability to work in a team.
11. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, MS Access, SQL and data analysis tools such as Tableau or PowerBI. 
12. Project management principles and processes including governance processes.
13. Expertise in data analysis and the use of statistical techniques.
14. Business analysis skills to support clients in defining reports to meet their need.
15. Financial modelling and budget management skills.
16. Experience of adapting, developing and designing a database for the manipulation and analysis of data.
17. Experience of supervising or managing staff or volunteers.
Desirable key skills, abilities, knowledge, experience, values and behaviours
18. [bookmark: _Hlk124759475]Experience in a similar role.
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[bookmark: _Hlk90892710]Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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