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Job Description and Employee Specification [Business Intelligence Officer]
Enterprise & Communities


	Service: 

	Enterprise and Communities 

	Division:
	Community Operations 


	Job Title:
	Business Intelligence Officer 
(Temporary for 23 months)


	Responsible to:
	Service Delivery Manager


	Grade:
	NLC11


	Job Evaluation:

	A9521


	Conditions of Service:
	SJC


	Date of last review:
	September 2026


	Job Outline

To ensure best value while meeting defined quality standards, supported by robust performance analysis, continuous improvement planning, and structured service review processes.


	Main Duties and Responsibilities

1. Assisting in the preparation and review of service plans, vehicle Strategy plans and service policy documents.

2. Assisting in the monitoring of performance in relation to the Fleet service including statutory performance indicators, KPI’s and service standards.

3. Participating in the vehicle user group to ensure increased efficiency in service delivery whilst focusing on providing value for money.

4. Assisting in the development of techniques which increase organisational responsiveness to customer requirements.

5. Assisting with the compilation and maintenance of a business intelligence database for the service.

6. Assisting with the analysis of operator licence data in furtherance of the process of service review.

7. Supervising team members, including allocating work, monitoring team performance and supporting first line HR matters. 

8. Attending service and corporate groups as required in furtherance of the service’s policy aims.

9. Assisting in the provision of advice and guidance on appropriate systems to be adopted to ensure implementation of best value practice within the service.

10. Contributing to the development of Fleet Asset Management Plan, including assisting with producing policies that comply with best value and the implementing and monitoring of these policies.

11. Assisting in research in relation to quality and best value audit and aiding with its dissemination as required.

12. Attending working groups preparing associated material as required, including the provision of support to any working groups associated with best value and quality systems. Providing advice and assistance, as required, on any operator licence undertakings queries and service ISO week matters. 

13. Establish appropriate assessment and monitoring systems to ensure service compliance and to assist with Service returns of information, as required.

14. Advising on and assisting with the development of the fleet management system, processes and initiatives designed to improve service provision.

15. Assisting in the provision of training courses, presentations and seminars in relation to best value and the use of quality improvement tools.

16. Providing interpretation and guidance on new legislation and corporate policies and providing and co-ordinate responses to new initiatives and documents as required.

17. Drafting reports to Council Committees, Sub-Committees and Working Groups as required.

18. Producing a monthly activity report and other management information reporting as required.

19. Ensuring adherence to all Council and service procedures, including the health and safety policy.
This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.










	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· HND/SVQ4/General Degree or equivalent

· Commitment to ongoing professional development

· Training in best value, continuous improvement, or quality management frameworks (e.g. ISO, Lean, performance systems)
	



X
	
X








X

	Application Form / Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Significant practical experience in a performance, business intelligence, analytical, policy, or service improvement role
· Experience of: 
· Collecting, analysing, and interpreting performance or operational data
· Producing management information reports
· Supporting service review, improvement, or planning activities
· Experience of working with multiple stakeholders across teams or services
· Experience within a local authority or public sector environment
· Experience supporting fleet services, asset management, transport operations, or regulatory compliance
· Experience contributing to policy development or committee reports
· Experience of supervising a team
	X







X





X


X



X







	
























X



X







X


X

	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Strong analytical skills with the ability to interpret complex data and present clear findings
· Ability to maintain and update business intelligence databases or performance systems
· Good understanding of performance indicators, KPIs, and service standards
· Strong written communication skills, including report writing
· Ability to explain data and technical information to non-technical audiences
· Strong IT skills, including use of spreadsheets, databases, and reporting tools
· Ability to manage multiple tasks and meet deadlines
· Good understanding of confidentiality, data protection, and information governance
· Awareness of health and safety responsibilities in the workplace
· Knowledge of best value, quality frameworks, or continuous improvement methodologies
· Awareness of operator licensing, fleet management systems, or transport-related legislation
· Experience delivering presentations or training sessions
· Experience supporting audits, inspections, or compliance monitoring
	X



X



X



X


X



X




X


X



X
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X




X



X
	Application Form/Interview

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Methodical, organised, and detail-focused approach to work
· Proactive and solution-focused mindset
· Strong interpersonal skills and ability to build effective working relationships
· Confident working independently while contributing effectively to a team
· Flexible and adaptable in response to changing priorities
· Commitment to equality, diversity, and inclusive service delivery
· High level of integrity and professionalism
· Enthusiasm for continuous improvement and innovation
· Confidence in contributing ideas and constructive challenge
	X



X


X



X




X


X



X




	


























X


X

	Application Form/Interview

	


	
	
	

	OTHER
	
	
	

	· Ability to travel between sites as required (subject to reasonable adjustments)
	X
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