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JOB OUTLINE



	

	POST TITLE


	Data Manager
	POST ID
	

	GRADE


	Grade08
	LOCATION
	RVJB

	REPORTING TO


	Principal Admin Manager


	PRINCIPAL ROLE:

	To undertake a comprehensive range of diverse tasks associated with the compilation and maintenance of the Valuation Roll, Council Tax Valuation List and Electoral Register working within well established parameters.  
To coordinate the day-to-day management and maintenance of all in house data, databases and processes.

 


Key tasks for which the post holder will be responsible:
1. To develop, implement and advise on administrative matters, procedures, standards and
 legislation to ensure compliance with best practice and to meet the Joint Board’s service objectives.
2. Oversee the Board’s data infrastructure, ensuring information is accurate, secure and accessible.
3. In conjunction with the Information Governance Solicitor, develop and enforce policies for data storage, access controls, and confidentiality. Ensure compliance with local and international regulatory standards.
4. Conduct routine audits to ensure data reliability and removing redundant, inaccurate and inconsistent data.
5. To co-ordinate the day-to-day management and maintenance of all in house information, data, databases and processes.
6. Control and monitor the issue and collection of Civil Penalties as per non-domestic rating legislation and liaise with nominated third party contractor responsible for collection. 
7. Responsible for the technical specifications and operational workflows in relation to data protection agreements etc. 

8. Responsibility for the control of data interfaces between internal and external parties through specific processes and protocols.
9. Supporting Information Governance Solicitor with maintaining and reviewing the Board’s Information Asset Register. 
10. Supporting the responsible officer holding operational responsibility for records management within the Board.
11. To liaise with all relevant staff including Divisional Assessors, Principal Admin Manager to ensure the effective delivery of all processes in accordance with predetermined procedures, instructions, and standards.
12. To work closely with the IT Team and Principal Admin Manager to provide input to processes, system improvements and amendments.
13. To produce all relevant reports and statistics relating to the Board’s three core functions. Reporting to Management Team, Scottish Government and Scottish Assessors’ Portal as required.
14. Responsible for the maintenance, development and promotion of Renfrewshire Valuation Joint Board’s land and property dataset e.g. addressing, ensuring the dataset is up to date for all 3 statutory functions. 
15. Responsibility for the daily management of the content of RVJB’s website, including third-party platforms, to ensure the site remains up to date and operational.  
16. To attend in house working groups, meetings, forums e.g. Governance Working Group, providing audit reports, updates as required.
17. Provide guidance and training to staff on proper data collection, database usage and analytical tools.
18. Undertake any other duties appropriate to the grade and in line with the needs of the               organisation. 
19. To adhere to the Board’s commitment to health and safety, Managing Absence, equalities and compliance with all relevant polices.

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.

	


�Items in yellow were existing within the Data Manager role at Grade 8
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