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JOB DESCRIPTION	

	Post Title: Applications Development Officer


	Department: Digital Operations, Information & Technology

	Post No: 3.6

	Division/Section: Corporate Core

	Post Grade: G10

	Location: Agile. To work at any of Bury Council’s sites as demand necessary to undertake the duties.

	

	Special Conditions of Service: 
Will be required to work outside normal office hours as necessary.

	Purpose and Objectives of Post: 

· To provide applications support, maintenance, and development services for IT customers in line with service descriptions under the direction of Solutions Development Manager and working with Solutions Developers.
· To support applications for the services, including but not limited to:
· Web browsers and intranets
· Email and office programs
· Service-specific software
· Desktop applications
· Mobile applications
· Utilities
· To help promote and develop the use of IT throughout the Council.
· To liaise with customers of IT on issues relating to application support and development.


	Accountable to: Head of Technology & Innovation


	Immediately Responsible to: Solutions Development Manager


	Immediately Responsible for: May have specific responsibility for Entrant Application Officers and/or students on placements with IT


	Relationships: (Internal and External)

Internal
Staff in Departments who are using ICT Unit systems or who require changes to systems.
ICT Unit Operations, Service Desk, Technical Support, Business Support Team
Trainees and Work Experience Trainees

External
Suppliers of third-party application software
Contractors
Representatives of Outside Agencies
District Auditor
User Groups
Schools (Admin)
Members of the Public


	Control of Resources:

Manage project-based budgets as required
Responsibility for contractors and temporary staff as required


	Duties/Responsibilities: 

Resource Management
· On occasions, to supervise Entrant Applications Officers, and trainees etc.
· To assist the Application Support Manager in monitoring the staffing resources for appropriate projects.
· To estimate the resources needed to meet the required service levels and performance targets of the Unit and to undertake new developments
· To prioritise personal workload in conjunction with the Application Support Manager.

Operational Service Delivery
· To support existing computer systems, ensuring that key applications are available to customer requirements during normal service hours and that any operational problems are investigated and resolved in line with service requirements.
· To maintain existing computer systems including: -
· Amendments arising out of legislative changes
· Amendments arising out of policy changes
· Amendments arising out of financial year changes
· Maintaining availability and integrity of existing computer software applications
· Year-end support
· Maintaining audit controls within existing systems
· System administration/security for System Access.
· Help create and enforce policies on System Usage.
· To tailor third party supplied application software to customer requirements as necessary.  Liaise with third party suppliers of application software relating to the specification of system requirements on behalf of customers.
· To specify and design computer applications.
· To prototype and develop computer applications including:
· Configuring application software to agreed site standards
· Testing the computer application software 
· Producing documentation including User Guides as appropriate
· Providing customer training, presentations and demonstrations
· Passing on experience and knowledge to members of the Applications Support Section in relation to computer development tools, customers’ software, in-house and third-party software.
· To respond to calls from the Service Desk – to liaise with customers/third parties to ensure a speedy and satisfactory resolution of customer problems.  To update the ICT Unit Service Desk call logging system in line with departmental procedures.
· To maintain a working knowledge of an appropriate subset of the Council’s computer development tools and software packages across different platforms.
· To advise the Head of Technology & Innovation on scheduling the deviations of jobs e.g. at year-end, Christmas, and ad-hoc requirements

Procurement and Project Management
· To ensure that assigned tasks are completed to agreed deadlines, in line with any agreed project plans.
· To help customers assess the suitability of 3rd party application software.
·  To act as lead Applications officer on projects allocated by the Applications Support Lead and assist in the monitoring of the project. To report any deviations from the plan to them in good time.
· To undertake systems analysis for development work on various computer platforms.

Service Delivery
· To create, develop and sustain good customer relationships.
· To communicate computer concepts in business terms to customers at all levels. 
· To demonstrate in-house computer software to existing and potential customers.
· To acquire new skills as necessary and attend training courses on and off site as required assisting in this regard.
· To maintain an awareness of new technology, trends and issues within the computer industry
· To give advice and guidance to Internal Audit in developing audit controls in application systems.
· To contribute to the ICT Unit’s Service Development and Delivery Plan.
· To occasionally represent the DOIT function at meetings.

Corporate
· Be open, collaborative and positive; take part in corporate initiatives and work constantly with others to make sure digital is woven into the fabric of how the council runs
· Undertake all duties with due regard to the provisions of health and safety regulations and legislation, Data Protection/GDPR, the Council’s Equal Opportunities and Customer Care policies.
· Perform all duties in line with Council’s staff values showing commitment to improving residents lives and opportunities, demonstrating respect and fairness, taking ownership, working towards doing things better and working together across the council.
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PERSON SPECIFICATION

Technical Applications Support Officer 

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Knowledge of designing, developing, implementing and supporting line of business applications.
	E
	

	Ability to think logically, communicate verbally and in writing in a clear and positive way
	E
	

	Experience of analysing customer requirements and producing effective solutions
	E
	

	Experience of working on time critical projects and first line support
	E
	

	Possess a degree, computer related qualification/s, MCTS (SQL2005), MCITP (DBA)
	E
	

	Knowledge and support of graphical information systems (GIS)
	
	D

	Experience of working in local government
	
	D

	Ability to apply the most appropriate modern standards and practices. 
	E
	

	Ability to communicate clearly, effectively and appropriately (orally and in writing)
	E
	

	Able to follow procedures and documentation
	E
	

	Is proactive in searching for potential problems. Achieves excellent user outcomes
	E
	

	Able to implement opportunities to optimise processes 
	E
	

	Interpersonal, networking and negotiation skills, including the ability to successfully communicate complex issues coherently and persuasively.
	
	D

	Project planning skills
	
	D
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