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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: Healthy Child Service System Improvement and Support Officer  
	POST NUMBER:

	REPORTS TO:

	Healthy Child Service Programme Manager

	DEPARTMENT: Public Health   


	GRADE: 7

	JE REF:
	0003
	PANEL DATE:
	29/03/2022

	1.
	MAIN PURPOSE OF JOB 

To ensure that business improvement projects are effectively carried out for the Healthy Child Service by:
· Supporting the design and implementation of SystmOne processes

· Provide help and support to practitioners with queries and provide solutions to complex system use issues
· To support the development and implementation of a comprehensive performance management framework for the Healthy Child Service
To work with corporate colleagues in Business Intelligence to have improved data model for capturing and reporting data


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	1
	To work within an agreed set of priorities and manage workload so as to reconcile competing demands for technical and administrative support and solutions.

	
	2
	To lead on the project to overview existing S1 System reporting for resilience and the re-design and updating configuration to support statutory datasets. Building of reports within SystmOne, checking for accuracy and viability.

	
	3
	To facilitate the development of SystmOne capacity and capability within CYC business intelligence through upskilling and training.

	
	4
	With support from Business Intelligence Hub and Systems Support, implement business improvement projects for the Healthy Child Service, ensuring they adhere to Service Level Agreements with all service areas involved and defined service and work plans.

	
	5
	To support the Business Intelligence Hub in the collection, collation and submission of the Healthy Child Service data to meet a number of statutory government returns and data collection exercises. To proactively monitor and improve data quality to ensure accurate recording of and effective use of information.

	
	6
	To ensure that the quality and consistency of service delivery is continually monitored and ensure efficient delivery of the improvement project through quality assurance processes.

	
	7
	To work with the Healthy Child Service, taking responsibility for ensuring that all staff are made aware of expected performance standards and are trained, developed and deployed to take the best advantage of functionality provided within SystmOne.

	
	
	To provide support to services in the run up to, during and after external inspection and regulatory activity (e.g. CQC inspections)

	
	8
	To collate and prepare guidance and practice documentation as required using a high degree of accuracy and understanding of practice.

	
	9
	To ensure the continuous improved usage of SystmOne to support all of the required functions of the service.

	
	10
	To assist with the implementation, delivery and dissemination of changes to working practices and service delivery through SystmOne.

	
	11
	Be a reference point for staff to provide regular advice and guidance for the SystmOne, including complex issues. Respond to requests for advice and support from system users at all levels and across the service.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct

None
Indirect

Provide support advice and guidance to SystmOne users across multiple sites.



	4.
	CREATIVITY & INNOVATION

· Subject to policy and procedural guidelines, the post holder is able to use initiative in responding to queries and adapting and designing information and guidance to support the efficient and effective use of SystmOne.
· Using specialist business and technical knowledge to improve business processes in relation to SystmOne. 

· To be able to interpret legislative and practice requirements.
· The role involves using a high degree of creativity and innovation in order to ensure that business intelligence drives improvements through the development of innovative and challenging solutions to service delivery.

· The role requires effective working relations with a wide range of people both internally and externally.
· Uses creativity and innovation in the collection and analysis of information from a range of departments across the council and from partner organisations (Primary care/NHS)
· The role requires a flexible approach to project management.
· Creativity required in the presentation of information to a range of audiences, requirements and purposes, together with excellent interpersonal skills and the ability to communicate ideas to ‘non-information professionals’. 
· A high level of creativity and innovation is needed to develop and maintain the main databases, using specialist business and technical knowledge.

· A high level of creativity and innovation is required to understand complex statistical information and NHS data software tools, to provide advice, training and SystmOne expertise. 
· Creativity and innovation is required to contribute to the design and delivery of SystmOne data interpretation and training courses to Council staff. 



	5.
	CONTACTS & RELATIONSHIPS

Internal
· Work with SystmOne users for provision/exchange of information and advice as and when required.

· The post holder will work with all relevant service managers to promote efficient and effective use of SystmOne and understand their system requirements. 
· Will act as a source of information for managers, SystmOne users and partners that require information on the effective use of the SystmOne
· Creativity required in the presentation of information to a range of audiences, requirements and purposes, together with excellent interpersonal skills and the ability to communicate ideas to ‘non-information professionals’.
· A high level of creativity and innovation is needed to develop and maintain the main databases, using specialist business and technical knowledge.
· The post holder will assist the Business Intelligence Hub and Systems Support to ensure that upgrades and systems enhancements are implemented with minimal disruption to the delivery of service.
· Be a member of the SystmOne governance board.
External

· Contact with a variety of service providers on SystmOne matters, sometimes of a complex and sensitive nature, which requires tact and discretion.

· Contact with officers in other local authorities for sharing information, advice and best practice.

· Contact with other healthcare organisation (Primary care, YHFT).


	 6.


	DECISIONS – discretion & consequences

Discretion

· Own work is directly supervised. 
· Uses independent judgement and autonomy, within the line management and other tasks described above. 

· Judgement involves a range of facts or situations, which require analysis or comparison of a range of options/solutions.
· Successful implementation of the role will ensure continuous improvement and improved efficiency of the SystmOne.
· Will have access to confidential data, including personal data about children and young people.
· The post holder will be expected to decide on the most appropriate methods for collecting accurate information from a range of teams both internally and externally.

· The post holder will be required to validate/assure service data and will need to be able to correct/amend data where it is judged that errors exist.
· Will have regular access to confidential, data including personal data about children
Consequences

· To assess and resolve minor ongoing problems with potential to provide a detrimental effect on the service.
· If the right advice is not given to users, the impact of poor data quality in SystmOne could be catastrophic, leading to high costs and inefficiency in data cleansing exercises, as well as potential negative impact on inspections or failure in service to provide the right protection for a child.

· Failure to deliver key information on time will have a direct impact on services’ ability to deliver council priorities.
· Analysis of data needs to be accurate and convincing. Failure to provide information which allows key factors to be taken into account could lead to poor decisions with severe financial and reputational consequences. This could include poor outcomes for children or vulnerable adults.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value


Normal office equipment.




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

· Corporate and internal fixed deadlines and timescales. 
· The post holder will be expected to undertake training on the use of various IT systems and processes.

· Needs to be adaptable, working at different levels of authority and with staff of differing seniorities and also in a multi-disciplinary environment.
· The post holder has the role as intermediary between the users and “managers” of SystmOne to handle and resolve conflicts. 
· Responsible for ensuring SystmOne practices work with SLA and internal standards, as well as national guidelines and statutory or legal frameworks (data protection, equalities, etc).
Physical demands

· Mainly office based working for long periods on the computer.
Working conditions

· Normal office environment.
Work context

· Normal office environment.

· The work involves attendance at multiple sites.


	9.


	KNOWLEDGE & SKILLS

Knowledge:

· Operational and technical knowledge of Healthy Child Service processes, procedures and practices, preferably with SystmOne.

· Knowledge of service areas to provide a reference point for service managers and staff.
Qualifications/Experience:

· Educated to GCSE level or higher (or equivalent) with a minimum Grade C in English, Maths & ICT (or equivalent experience).

· An understanding of operational administration within a support service environment.

· Experience in analysing processes and systems. 
· Experience of working in public sector with an understanding of how Local Authorities develop and deliver services.
Skills:
· Excellent level of networking, social and interpersonal skills and the ability to negotiate with colleagues with conflicting priorities to ensure that the programme objectives are met.
· Excellent IT skills with familiarity of common software packages – email, word processing and spreadsheet applications. 
· Ability to quickly learn to use complex software packages and information systems.
· Experience of using a health care Case Management System, e.g. SystmOne.
· Experience of data processing and data quality checking of confidential data.
· A knowledge and understanding of quality assurance techniques in relation to data processing.
· Excellent interpersonal skills with the ability to communicate ideas to ‘non-IT professionals’ on the telephone, face to face and through written material.
· Well-developed oral and written communication skills with the ability to gather data compile information and prepare reports and recommendations for all levels.
· Self motivated with excellent organisational skills with the ability to manage a range of conflicting demands and establish priorities in order to meet tight deadlines without direct supervision.
· Experience of working in a multi-functional office environment.


	10.
	Position of Job in Organisation Structure
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Job reports to: Healthy Child Service Programme Manager





Other jobs at this level: None
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Jobs reporting up to this one: None
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