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	Administrative Data Analyst (Victim Services)
Job Description and Personal Specification

	Role:
	Administrative Data Analyst  

	Place of work:
	Victim Service

	Hours of work:
	37.5  hours per week

	Salary/Grade
	Grade C

	Reports to:
	Head of Service

	Level of screening:
	Enhanced DBS
Police NPPV2 where required



	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

Catch22 Victim Services provide tailored support to individuals to empower them to cope and recover from the impact of crime.
	Where you fit in

	As an Administrative Data Analyst, you will provide an enhanced administrative data analytical role to the victim service. You will also ensure all key data is captured, managed and reported effectively in line with the contractual expectations of the Police and Crime Commissioners Office. This will also involve accessing a range of crime management systems to generate reports and interrogate data to ensure victims are identified, supported and monitored throughout the victim journey, and liaising with Case Workers/Manager to ensure they are provided with timely updates regarding any data relating to victims being supported on caseload including immediate flags pertaining to significant changes in risk or need. In undertaking this role you will also ensure performance reports are created timely ensuring trends and patterns are identified to inform continuous service development and improvement. Additionally you will support with some volume of telephone traffic in addition to general administrative work on behalf of the management team. 



	Main Duties & Accountabilities


· To undertake and maintain required standards expected to pass/fail mandatory training required to access and operate a suite of crime management and recording systems

· To ensure the interaction between systems and organisations are all correctly updated, including the transfer and recording of any material received by email and paper records

· To support Senior Case Workers/Managers in the preparation and allocation of victim case files to Case Worker/Manager

· To support Case Workers/Managers to ensure all victims and witness referrals are identified, actioned and facilitated as identified from the Officer in Charge, direct referrals, self-referrals or as identified through electronic case record systems where the victim has provided consent

· To provide a conduit to share and receive information directly from victims and the wide range of services and agencies involved in each case ensuring a coordinated approach is taken to sequentially manage each victims case

· To monitor and share the details of identified risks in each victims case working closely with the allocated Case Worker/Manager to manage, reduce and mitigate through the support of the Police and wider support agencies

· To make defensible disclosure decisions based upon static and dynamic factors to escalate risk concerns through agreed policies and procedures where identified as appropriate

· To ensure the safeguarding needs of all vulnerable adults and young people are managed in accordance with recognised policies and procedures escalating concerns defensibly through internal and external disclosure to the relevant authority 

· To identify and create critical points and alerts along the victim journey ensuring Case Workers/Managers are kept wholly informed timely of key dates and sentencing outcomes as they are awarded

· To liaise with the Officer in Charge, Crown Prosecution Service, Witness Care to track and monitor all critical pathway information alerts ensuring victims are informed at each stage of the journey including any matters that are discontinued, plea bargains entered and any rights to appeal

· To ensure all relevant case information is appropriately recorded on agreed systems in line with the contract requirements

· To ensure all contractual and operational data and management information requirements are maintained and reports produced as directed by the Management Team

· To perform data and analytical research and evaluation to identify trends and patterns that will inform and guide service delivery, performance management, reporting requirements and the continuous improvement and development of the service

· To maintain compliance and adherence with all audit requirements as directed by Catch22 and the authority 

· To manage the flow of professional telephone calls on behalf of the management team

· To maintain an interest and good working knowledge of victim, witness, criminal justice and court services 

· To prepare and maintain appropriate written and I.T. records, information and reports on the work in a contemporaneous and articulate manner

· To provide general administrative support to the victim service Management Team as and when required

· To purchase stationary and general office supplies monitoring levels of stock and replenishment ordering

· To process invoices from suppliers through our financial management system. 

· Manage the flow and distribution of all incoming and outgoing mail to the service

· To attend and contribute to Team and Service meetings as appropriate including taking and distributing minutes

· To attend and be committed to ongoing regular supervision.

· Positively promote an environment within Catch22 which respects and values the diversity of both staff and service users

· Maintain personal responsibility to ensure absenteeism and lateness is monitored effectively ensuring compliance does not fall below the agreed levels for the organisation following the direction of Catch22 policy to seek support and guidance where unique circumstances may occur

· Ensure that all data and information is managed, stored and destroyed in line with agreed data management policies compliant with the Data Protection Act 1988 and 2003

· To undertake any other duties within the purview of the post as and when required

	What does good look like for this role?


As the Administrative Data Analyst, you will be key to ensuring the smooth running of our processes and the production of accurate monitoring reports which will ensure we are able to capture the impact the service has in the best possible way. Good will look like:

· Highly organized individual with an ability to work in a high pressure environment

· A proactive and motivated outlook 

· Innovative approach to problem solving 

· Excellent communication skills with the ability to retain confidentiality at all times

· Working collaboratively across the whole of Catch22 to ensure we make best use of our wealth of skills and experience.
	Organisational Relationships


· Reports to Head of Service  
· Liaises closely with key stakeholders such as Directors, Assistant Directors, Service Managers, Employees, Volunteers, Commissioners, and Representatives of other local stakeholder groups.
	Head of Service: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Educated to good standard, including as a minimum             GCSE level English and maths
	
	

	KNOWLEDGE/ EXPERIENCE
	1. Experience of managing, interrogating and interpreting data systems and producing analytical reports

2. Experience in the management and interrogation of data systems

3. Good working knowledge of Microsoft Word, Excel, databases, intranet and Outlook e-mail system
4. Ability to work on an inter-agency basis
5. Advanced understanding of information management, data analytical and reporting skills
6. Ability to work in accordance with the Data Protection Act 1988 and 2003, levels of defensible disclosure, confidentiality and wider legal requirements

	
	Application / Interview



	SKILLS & ABILITIES
	1. Ability to work effectively independently or as part of the wider team

2. Effective communication skills in both the verbal and written form with the ability to handle enquiries from victims in both a competent and articulate manner

3. Ability to maintain clear communications with a wide variety of people

4. Ability to process and interrogate data management and information systems

5. IT literate and able to learn new packages and systems quickly

6. Highly organised with advanced administrative skills
	
	Application / Interview

	OTHER
	1. A commitment to equality, diversity and equal opportunities
	
	Application / Interview


