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JOB DESCRIPTION & PERSON SPECIFICATION 

	SERVICE AREA:

	Children, Young People and Family Services
	POSITION NO: 	     


	SECTION:

	Performance and Quality
	GRADE: 		7


	JOB TITLE:

	Business Analyst
	DATE PREPARED:     

	EVALUATION DATE:
	13th Sepember 2022
	JE NUMBER: NC4777


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
To contribute to the delivery of outcomes oriented to services which promote children, young people and their family’s health, safety, achievement, enjoyment, contribution and economic well-being with the city of Hull. 

To ensure systems and system related products and business processes are fit for purpose, and to enable the extraction of data and the production of management information data and analysis which are quality compliant, enable performance assessment and improvement planning, and aid service delivery. The post holder will undertake: 
•	the production, analysis and interpretation of performance and monitoring information in relation to the business activities of the service;
•	the successful and timely completion of performance reports and statutory data returns; and
•	the preparation and support associated with inspection readiness activity across all current frameworks for Children, Young People and Family Services.





	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults (Service Area to include where appropriate)

	2.
	Statutory Obligations - 
Ensure systems, system related products and business processes are compliant with local, national and statutory data reporting requirements and enable sound performance and analytical enquiry.

Develop and maintain recording and reporting mechanisms using appropriate software to provide accurate and timely management information which enables robust performance monitoring, improvement planning and service development, and the fulfilment of statutory national reporting requirements including annual statutory returns.

Lead or assist in the completion of statutory returns, to ensure the statutory requirements of the service are achieved and oversees the collation, production, aggregation, reporting and presentation of statistical information, on both a planned and ad hoc basis, to inform performance and service development decisions.

Demonstrate good knowledge regarding the statutory data reporting requirements in relation to the identified needs of children, young people and their families and respond to routine requests for information and basic queries from bodies internal and external to the service.

	3.
	Provide support and advice to practitioners and management teams in meeting business standards and objectives, by identifying and reporting on business process compliance and performance indicators.

	4.
	Assist with system upgrades and the development of system related products, solutions and evolution, liaising with other service areas as necessary.

	5.
	Participate in directorate programmes and projects as directed, supporting analytical and statistical work including the preparation of reports and presentations for audiences at all levels within a single or multi agency setting such as Health, Police and charitable agencies.

	6.
	Collaborate with, and provide support to, practitioners and management teams in meeting business standards and objectives, by identifying and reporting on business process compliance, performance indicators and analysis of position against national and local targets.

	7.
	Respond to emerging conventions and changes in practice and provide advice and guidance in relation to the interpretation of complex data. Including the oversight and maintenance of complex systems and databases, including national tools such as the LAIT, and local systems such as (but not limited to) Liquid Logic, Capita ONE, YOIS, in order to meet the data, information and reporting requirements that provide assurance to Children, Young People and Family Services.

	8.
	Develop and maintain effective working relationships with internal and external stakeholders to ensure systems, business processes and management information are fit for purpose. 

	9.
	Oversee and contribute to the delivery of standardised processes that maintain or enhance the quality, integrity and accuracy of data.

	10.
	Oversee and contribute to the design and development of appropriate platforms that enable electronic access to, and the dissemination of, data and information.

	11.
	Take responsibility for ensuring and actively promoting accuracy and integrity in key performance data with advanced interpretation and advice on emerging conventions and practice with specific regard to the reporting of key strands of performance data.

	12.
	Lead and collate the provision of statistical information to support the impact of initiatives and projects relating to children, young people and families, advising on technical solutions to data handling issues as appropriate.

	13.
	Report on and apply research and evaluative methodologies as directed and assist with agreed projects in relation to children, young people and families.

	14.
	Participate in networks of local, regional and national contacts to ensure opportunities for collaborative working are exploited and disseminated to the team and directorate. 

	15.
	Maintain and develop effective communication channels that support the core business of the team and offer general administrative support to the wider service and directorates.

	16.
	Research and assist internal and external agencies and partners in understanding the information needs and requirements of local and national programmes designed to identify income strands to improve service delivery within Children, Young People and Family Services.

	17.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

The post holder will provide support and guidance, on an ad-hoc basis, to the Performance and Data Officers / Assistants in order to deliver agreed projects within timescale and to the required standard.       

2.	Responsibility for Customers/Clients:

The post holder will provide a responsive and professional service to customers of the Operational Analysis, Research and Assurance team: including colleagues in the service and other areas of the council.

The post holder will be responsible for ensuring the accuracy of information submitted in statutory returns and informing local monitoring and evaluation arrangements. 

The post holder will be responsible for preparing the data submitted as part of statutory inspections and peer reviews of children and young people’s services.

(Related data streams are highly complex and continue to evolve - informing both the operations and priorities of the service and external judgments of the council at the highest level).

3.	Responsibility for Budgets:

None.

4.	Responsibility for Physical Resources:

Data and allocated IT equipment whilst working off site. 


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Quickly forms supportive and effective close professional relationships with manager and other members of Operational Analysis, Research and Assurance to the achievement of Service objectives.

Participates in working/ steering groups to analyse need and to develop, implement and evaluate solutions.

Formulates open, interactive relationships with senior managers and leaders in order to deliver the principal accountabilities. 

2.	With Any Other Council Areas

Professional working relationship with key partners of the service.

3.	With External Bodies to the Council

Formulates professional working relationships with partner agencies such as Police and Health, regional groups and bodies, and national government departments and their representatives.
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Principal Education, Lifelong Learning and Life Chances Manager / Principal Early Help and Safeguarding Manager (12)

	
	
	

	Other jobs (peers) that report to immediate line manager
Performance Analysts (9)
Performance and Data Officers (5)
Data Support Officers (4)
	
	This Position
Business Analyst (7)

	
	
	

	
	
	Direct Reports
None








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	ü


	
	
	
	
	

N/A
	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	ü	

	
	
	
	
	

N/A
	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	ü
	
	
	
	
	
	



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Minimum (or working towards) Level 4 qualification in a field relating to IT, Data Analysis or Business Support or equivalent experience.
	ü
	
	AF, I, CQ

	
	Good standard of general education including good, applied literacy and numeracy skills. 
	ü
	
	AF, T

	
	Project Management Qualification.
	
	ü
	AF, I, CQ

	2. 
	Relevant Experience:

	
	Working in a performance / management information environment, ideally with experience of children’s social care practice and performance frameworks.
	ü
	
	AF, I

	
	Extracting, manipulating or analysing data for a children’s services directorate, using case management systems (preferably including Liquid Logic).
	ü
	
	AF, I

	
	Experience of data systems e.g. Microsoft Excel, Access, Power BI in order to maintain, extract and manipulate information. 
	ü
	
	AF, I

	
	Experience of data quality and gap analysis – in a wide range of formats.
	ü
	
	AF, I

	
	Designing and developing reports to meet statutory requirements and performance requests.
	ü
	
	AF, I

	
	Experience of preparing children’s social care key statutory returns from liquid logic.
	
	ü
	AF, I

	
	Creation and maintenance of reports, scorecards and dashboards.
	
	ü
	AF, I

	
	Inspection preparation relating to performance management in a children’s social care or education setting.
	
	ü
	AF, I

	
	Case management system administration.
	
	ü
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	High level of IT literacy including advanced skills in manipulating large datasets within software applications e.g. Excel, Access, SQL or Power BI.
	ü
	
	AF, I

	
	Able to deliver required outputs within timescale and with a strong focus on accuracy. 
	ü
	
	AF, I

	
	Excellent problem solving skills and the ability to apply creative thinking to find effective solutions. 
	ü
	
	AF, I

	
	Ability to build mutually beneficial and productive relationships between individuals working both in a team and across an organisation towards common goals.
	ü
	
	AF, I

	
	Ability to work within the requirements of GDPR.
	ü
	
	AF, I

	
	Motivation to support work with children, young people and their families.
	ü
	
	AF, I

	
	Ability to network and represent the authority within key benchmark and working groups.
	
	ü
	AF, I

	4. 
	Knowledge:

	
	Sound knowledge of the Data Protection Act and GDPR (information governance) legislation and its implications for local government and partner agencies. 
	ü
	
	AF, I

	
	Good working knowledge of electronic case management systems and management information systems within a children’s social care or education setting. 
	ü
	
	AF, I

	
	Knowledge and understanding of how business processes can be improved. 
	ü
	
	AF, I

	
	A good knowledge of and commitment to safeguarding and promoting the welfare and attainment of children and young people.  
	ü
	
	AF, I

	
	Understanding of current and general social care or education issues. 
	ü
	
	AF, I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners / colleagues within and outside of the council.
	ü
	
	AF, I

	
	Ability to communicate clearly with people at different levels of technological and statistical awareness and understanding in order to promote a common perspective of complex statistical methodologies and reporting mechanisms.
	ü
	
	AF, I

	
	Highly developed communication skills, in order to negotiate, formulate and develop data and reporting solutions within specialised and externally regulated areas of practice relating to children and young people: communicating with and informing people at all levels. 
	ü
	
	AF, I

	
	Written Skills

	
	Ability to produce clear, concise reports and guidance material at an appropriate level for the recipient. 
	ü
	
	AF, I

	
	Highly developed written skills in order to collate, interpret and present complex, statistical information in an understandable manner as part of monitoring and evaluation. 
	ü
	
	AF, I

	6.
	Other:
	
	
	

	
	Able to visit other council buildings. 
	ü
	
	AF, I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	
7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	ü

	N/A
	

	
	Improving services
	ü


	N/A
	

	
	Analysis and decision making
	ü


	N/A
	

	
	Making things happen
	ü

	N/A
	

	
	Communicating with impact 
	ü

	N/A
	

	
	Collaboration 
	ü

	N/A
	

	
	Developing self and others
	ü

	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure (Child Workforce) from the Disclosure & Barring Service (if ticked as an essential requirement). #Service area to select as required.
	ü
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	ü
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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