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Job Description and Person Specification Profile

	Job Title 
	Systems Admin and Training Officer

	Job ID
	J113

	Service
	Policy, Strategy and Change

	Grade
	F

	Reporting to
	Senior Systems Officer 



	The Role

	Job Purpose:  	The primary objective of the post will be to administer and support the improvement of key corporate systems across Adults, Children’s and Education to meet business objectives within the service(s). 

Duties:

1. To support the development of the children’s case management system and other key corporate systems with a focus on business improvement to ensure service objectives and IT development are aligned.

2. To promote a culture of using IT software to create new more efficient ways of working and improve business processes.

3. To play a key role in system upgrades and associated user acceptance testing.

4. To play a key role in implementing new software functionality and associated user acceptance testing.

5. To undertake system administration including the set up and maintenance of system users.

6. To attend and take part in IT project groups and business process workshops.

7. To produce and maintain end user manuals for all IT systems, processes and training courses within the identified programme

8. To deliver training to end users on system functionality and other specific projects.  

9. To run regular and key system processes 

10. To provide project initiation and implementation support and onsite support following project go live. 

11. To provide ongoing support to all end users as and when required.

12. To undertake such duties as reasonably correspond to the general character of the post and are commensurate with the level of responsibility.






The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Level 2 English, Maths (equivalent to GCSE grade 9 to 4 or A* to C)
Your essential skills, knowledge and experience

· Good General IT skills
· Excellent communication skills
· Organisational Skills
· Training Skills
· Ability to use Microsoft office software
· Process and system improvement	
· Knowledge of Data Protection Policy
· Understanding of Equal Opportunities policy
· Understanding of Anti Discrimination Practice
· Passion for business and system improvement
· Able to learn new things quickly
· Passion for IT	as a business solution
· Excellent inter-personal and communication skills
· Ability to learn new skills quickly
· Ability to maintain confidentiality	

If you have the following experience or qualifications – then that’s great!
· Level 2 ICT (equivalent to GCSE grade 9 to 4 or A* to C)
· European Computer Driving Licence (ECDL) or Equivalent
· Experience of using and developing computerised systems including, Databases and Microsoft packages including Excel, Access and Word
· Experience of developing and delivering training programmes
· Knowledge of LAS/LCS/EHM/ContrOCC/MRI or equivalent large corporate IT systems
· Ability to use corporate systems including LAS/LCS/EHM/ContrOCC/MRI or equivalent systems





Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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