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	Role Title

	Data Cleansing and Monitoring Officer Apprentice

	Job Family
	Planning Policy 

	Location
	Magistrates Court

	Scale
	Apprenticeship Business Administration Level 3 

	Purpose
To support the Data Cleansing Project and Monitoring which will contribute to the accuracy of S106 data held by the borough in order to provide transparency of public information. 
To provide accurate and timely data reconciliation and contribute to the department’s overall aims and objectives.

To assist in the achievement of the authority's key priorities and the continuous improvement of its performance and statutory duties. 
To assist in maintaining consistency with the Council's quality and equality approach to the delivery of services. 



	Generic Accountabilities
	End Results/ Outcomes

	Communicate effectively with internal and / or external stakeholders/ service users. 

Resolve problems, within scope of role, escalating to line manager as required.
	Resolve routine/non-routine S106 Monitoring data related queries.
Relevant, accurate, understandable and timely information is provided.

A positive image of the Council is promoted.

	To work with colleagues and team leaders to identify areas for improvement. 


	Recommendations for improvements are developed and support provided to deliver changes. 

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with and that questions are asked where clarification is needed.

	Maintain all required records and information. Analyse and interpret complex information, for input into reports.
	Procedures are adhered to and all information is correctly recorded and processed.

Accurate, complete and relevant information / records / reports are provided for internal and/or external use. 

	Maintain information systems and contribute to the development of these systems.
	Changes to systems are identified and recommended.

	Job Specific Accountabilities 
The post-holder will deliver the service menu for one or more of the following functional teams

	To support the Data Cleansing Project which will contribute to the accuracy of S106 data held by the borough in order to reduce the legal risk to the Council and compliance with statutory responsibilities.
Working with other colleagues and departments
	To ensure that other departments such as Business, Growth, Investment and Employment (BGIE), Highways, Education Services, Strategic Regeneration, Policy and Development Management are consulted on queries relating to specific developments.
To ensure that a proactive approach is adopted in identifying gaps within records that may require cleansing.
Contribute to S106 Monitoring by working with other colleagues in the team to ensure that recorded information is accurate and all relevant information has been added to development records as part of the monitoring process.
Consulting with Senior Officers in Planning Policy and BGIE where needed in identifying solutions to problems that may arise through the course of the project.



	To provide accurate and timely data reconciliation and contribute to the department’s overall aims and objectives.

Data management 
To assist in maintaining consistency with the Council's quality and equality approach to the delivery of services. 


	Adopt a methodical way of working through the identified lists of developments that require updating, ensuring attention to detail. 

To ensure that all development records identified are accurately updated on the departments Exacom database.
To ensure that any missing information is added and records are reconciled. 
To ensure that Civica is updated to contain two versions of each s106 legal agreement; one full PDF copy and one with redacted signatures done using Adobe Pro.

Work with other colleagues to identify ways in which record updates can be carried out going forward.


	To assist in the achievement of the authority's key priorities and the continuous improvement of its performance.  

Reporting
	Create and regularly maintain a database of records reconciled which can be queried at any time.

Provide regular data and financial reports for management on project performance and progress towards targets.

	

	Nature of Contacts 

Typically involves supporting and liaising with Planning Policy, BGIE and Development Management teams.
May involve direct contact with Developers and Agents dealing with challenging situations where influence may be needed.
Liaise with and/or advise senior members of staff regarding service issues, problems and processes.
Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   Decisions will be made based on Council procedures.

This post demands a high level of attention to detail, resilience, patience and a positive attitude due to service needs and transformation. This post is office based and the post-holder will be expected to work at other sites and to provide cover for similar roles.


	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Competency Level:  All Colleagues

	Knowledge, Skills and Experience
· Experience of having worked in a fast paced environment. 
· Knowledge of Planning Policy is preferred but not essential
· Knowledge and application of a range of IT systems and software packages, including Microsoft Office and bespoke management information systems.
· Capable of maintaining databases.
· Knowledge of S106 Agreements and their role in Housing Development.
· Knowledge of relevant GLA Housing targets is preferred but not essential.
· Good organisational skills. 

· Good attention to detail and a methodical approach to data administration/management.

· Interest in economic regeneration and community impact 
· Ability to work with minimum supervision, using problem solving skills and initiative to provide a customer focussed support service. 
· Good levels of literacy and numeracy. 

· Ability to work flexibly, balancing competing priorities and meeting deadlines whilst understanding the needs, timescales and deadlines of others.
· Ability to prioritise own workload and manage own time effectively.
· Ability to identify improvements to processes and systems and to share the recommendations with the wider team. 


	Indicative Qualifications

English and Math Qualification at L1


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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