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	Data and Compliance Officer 
Job Description and Personal Specification

	
	

	Role:
	Data and Compliance Officer

	Place of work:
	Home based with national travel

	Hours of work:
	37 hours per week

	Salary/Grade
	£22,008.86 to £29,776.94 Grade D

	Reports to:
	Young People & Families SMT

	Level of screening:
	Enhanced DBS

	

	About Catch22


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.
	Where you fit in

	Our Young People & Families (YP&F) Hub delivers a wide range of integrated support services designed to help resolve complex difficulties experienced by young people and their families/carers.

Support is provided to people who find themselves in a range of circumstances; they may be missing from home or have emotional, housing or substance misuse issues. We also support families where parents/carers are experiencing domestic abuse, substance misuse, emotional issues, homelessness or unemployment. Whatever the situation, we work alongside young people and their carers to find a way of stabilising their lives.

The Data and Compliance Officer will be responsible for data collection and management, providing analysis on data capture, dashboard reporting and annual reporting requirements across Catch22’s Young People and Families hub. You will be responsible for coordinating the updating and upkeep of both the hubs website pages and SharePoint sites and will manage any central hub mail boxes that are in place. 
You will provide ad hoc executive and administration support to the Catch22 YP&F SMT and Operations Directors (ODMT) group. 

	Main Duties & Accountabilities


· To be the first point of contact for anyone who contacts the YP&F Hub. To appropriately signpost enquiries, effectively, and appropriately, taking messages or referring as required and seeking to resolve issues where possible.
· Producing and develop Catch22 and Hub Indicators and Management information reports on a planned basis and further interim reports as required.

· Analyse data to identify and report on themes and trends for the hub to support service delivery and development.
· To take responsibility for relevant databases and produce reports for the Director, and  ensure validation of data. 
· Be responsible for compliance against the reporting calendar for the year, ensuring that services within the YP&F Hub are clear on expectations and able to report with ease and on time.
· To ensure that all reporting complies with relevant GDRP legislation.
· To support the COO Executive Assistant to manage the contracts database for Operations ensuring that contracts are signed and recorded effectively.
· To lead in the development of new reports that can be generated to further evidence the impact of the work on service users, young people, families and professionals.

· To work with YP&F SMT to consolidate and prepare monthly performance/impact dashboard reports for the hub.

· To carry out market research and collation of surveys as required by YP&F SMT.
· To manage specific projects on behalf of the YP&F SMT, such as event management, data collation, recruitment, mobilisation and closure of services, website design, build and launch. To include, but not limited to, planning and defining scope, sequencing, budget, resources, develop gant schedules, meticulous record keeping to ensure accurate time, cost, task management, meeting records, monitoring and reporting etc, accurate and organic risk analysis, manage risks and issues, team leadership, partnership development and investment, external communications with suppliers and stakeholders, controlling quality and delivering benefits.

· To interact with external clients creating a positive and professional perception of Catch22. To be a positive advocate for Catch22 when interacting with external agencies, embedding a professional perception of Catch22.
· Take responsibility of the day to day financial management control systems for YP&F SMT, including petty cash and invoices.
· Perform, organise, and streamline operational tasks, systems and processes to reduce the potential for errors.

· Interact with multiple teams, resolve problems, and provide information and guidance where appropriate.
· Carry out other relevant duties, commensurate with the nature and grade of the post, as required.
	What does good look like for this role?


· YPF hub is compliant with the annual reporting calendar. 

· All performance management data is available to managers as required. 

· The website and Sharepoint are up to date, useful and utilised. 

· Enquiries are responded to appropriately and in a timely manner. 
	Organisational Relationships


· The Operations Support Officer will work collaboratively with Corporate Services and all other hubs within the organisation. There will be a particular link with the new Catch22 Data and Insights Team.
	Executive Assistant to CEO of Education: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT


	QUALIFICATIONS
	GCSE’s or equivalent at Grade C or above in Maths and English

	A Business Administration qualification

Shorthand qualification
Prince2 qualification
	Interview

Certificate

	KNOWLEDGE
	Knowledge of finance, invoicing and administrative systems.
Understands the importance of confidentiality and to handle sensitive and confidential issues with tact and diplomacy

	GDPR and data protection legislation
Knowledge of our work that involves working with vulnerable/ challenging young people
Knowledge of the YP &F, Education & Justice sectors 

	Interview

	EXPERIENCE
	Sound practical knowledge of common ICT software packages, especially MS Office (Word, Excel, PowerPoint, Outlook, etc.).

Proven experience of working in an administrative capacity for Senior Executives.
Proven track record of building positive relationships with Senior Managers and other stakeholders.
Taking minutes at meetings ensuring key points are captured and typed accurately.
Experience of creating, monitoring and collating data from excel spreadsheets.

	Experience of working with a third sector organisation.

Experience of project management activities. 
Proven experience of working in an administrative capacity at a management level.
	Interview


	SKILLS & ABILITIES
	Understands confidentiality

Building trust

Working collaboratively and build positive working relationships
Communicating effectively (verbal, non-verbal, written, digital)

Problem solving/solution focused

Flexible and adaptable

Organisation and prioritisation
Uses own initiative

Adaptable to change

Attention to detail


	Full driving licence and the use of a car for work purposes.



	Interview

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required


	
	Interview


Last updated December 2019


