	RENFREWSHIRE COUNCIL
CHILDREN’S SERVICES
JOB OUTLINE


	SERVICE:   
	Children’s Services
	SECTION:
	Children’s and Justice Social Work

	POST TITLE:
	Data Solutions Officer 
	POST ID:
	

	GRADE:
	Grade 8 
	LOCATION:

	Renfrewshire House

	REPORTING TO:
	Social Work Practice & Process Development Co-ordinator



	    PRINCIPAL ROLE:

	The Data Solutions Officer will co-ordinate all local reporting requirements to support various functions of the children’s and justice social work service.  The post-holder will extract data from Eclipse and other management systems to produce a range of reporting outputs to meet local requirements. A key task is the oversight of data requests, both in terms of Freedom of Information and Subject Access Requests (SARs) and other Data Protection requests in line with statutory timescales.  The post-holder will produce reports in various formats such as spreadsheets, graphs and narrative forms and will produce analyses of trends and identify quality assurance issues.
As the lead for access to service-user files, the post-holder will review case records and ensure that information is lawfully released, taking legal advice and using professional judgement.  The post-holder will support applicants in the reading of their files and signpost them to counselling and other services as appropriate 


Key tasks for which the postholder will be responsible:

1. Using various methods, write reports to extract datasets to assist with operational function and agree with managers a process to disseminate information. 
2. Develop a range of reporting outputs to meet local requirements and, analyse and verify data, and develop review procedures for the production of management information to support and take forward the objectives of the service.
3. Run reports (or write/modify reports) to obtain responses for Freedom of Information requests, as well as to satisfy various audit and inspection requirements.
4. Working with senior managers to develop qualitative and quantitative data activities in line with changing service requirements to ensure innovation and continuous improvement.
5. Produce and analyse a range of statistical information, using reporting tools e.g. spreadsheets, Business Objects, SQL reports,  to support managers to understand service outputs and quality.
6. Provide written and verbal reports including statistical analyses to service managers and the Directorate including attendance at a variety of meetings and delivery of presentations. 
7. Management of staff including allocation of tasks, supervision, performance management and support for continuous development.

8. Preparation of all types of data releases – SARs, Specification of Documents from the Court, historical files for Scottish Child Abuse Inquiry and other ‘public task’ disclosures in terms of GDPR.  
9. Oversight and co-ordination of all data requests, including allocation to staff, progress tracking and completion/fulfilment.  This will require establishment and management of an electronic database.

10. Using knowledge and experience to apply judgement in determining what information can legitimately be released in line with Information Governance .  This will require reading of the file, consultation with social workers as necessary and deciding what is or might reasonably be already in the knowledge of the applicant and identifying what is proportionate and justifiable in the context of the circumstances.
11. Close reading of complex files, sometimes historical, hand-written and in poor physical order, to obtain necessary information and ensure lawful release.  

12. Having the confidence and judgement to know when to appropriately seek advice from Legal Services and applying this to case circumstances.  
13. Liaison with SAR applicants to clarify nature of request and signposting to other agencies or potential sources of information if appropriate.  This might involve having to explain why certain information cannot be released and require dealing with dissatisfied persons, sometimes with complex histories, learning difficulties and mental ill-health.

14. Using empathetic interpersonal skills to support service users to receive challenging and sensitive information.  

15. Liaison with Mitchell Library to trace historical files, including travelling to collect and return files.
16. Individual support to applicants in the reading of their case files. This might include referral to counseling and other support services.
17. Review of historical case records in line with requests from Scottish Child Abuse Inquiry. This will necessitate signing and observing the confidentiality mandate.
18. Represent Children’s and Justice Services on appropriate liaison and development groups at local and national level.
19. Provide Guidance and support to managers and employees in the legitimate release of information for SARS/ FOI’s and be the first point of contact for all queries. 

To adhere to the council's commitment to health and safety, managing absence, equal opportunities and compliance with all relevant policies.
To adhere to the Scottish Social Services Council Codes of Practice.

This description is indicative of the nature and level of responsibilities associated with this job. It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade.

