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Job Description and Person Specification Profile

	Job Title
	SEND Senior Data and Analysis Officer

	Job ID
	M07

	Service
	Childrens, Education- Special Educational Needs Team

	Grade
	F

	Reporting to
	Finance and Place Planning Manager



	The Role

	
Main Duties and Responsibilities include:

· To support the SEND Management team on all aspects of data for the SEND
Service as directed by the SEND Finance and Place planning Manager and 
Education data Lead.
· Production of reports, KPI’s and scorecards and other supporting materials, such 
as Operational and management level reporting, for a variety of internal and 
external audiences such as the SEND Management team, SEND and Inclusion 
Partnership Board and the DfE.
· To support performance activity including the collation and submission of DFE
returns to support such as the SEN2 and Alternative Provision Censuses, and
adhoc programmes such as DBV. 
· To support the effective use of data in the Placement planning and sufficiency 
strategy for the Finance and Place Planning Manager and commissioning team.
· To support the accurate reporting of spend and financial controls with the SEND 
team.
· Developing data reports/dashboards to ensure the timeliness and quality of 
EHCP and Annual reviews is robust and accurate. 
· To support the implementation of software systems to improve efficacy and data 
integrity. 
· Data input/management/QA/validation – ensuring SEN data in Capita ONE is 
recorded in the correct manner and to the correct standards. Regular validation 
checks/checks for inaccuracies and resolution of these inaccuracies with 
relevant SEN Management and case officers.
· To Link data to other data sets i.e. social care, admissions, health etc.
· Explore opportunities for additional datasets/produce new data sets i.e. linking 
in with different services/agencies. EG: find a way for SENDIF funding to be in 
Capita ONE.
· To support research and analysis, through the provision and analysis of data.
· To work as a self-starter developing ideas and opportunities to make effective 
use of data and information.
· To contribute to the process of continuous development and improvement of 
systems necessary for the effective delivery of the Unit’s service.
· To implement the organisation’s Equality and Health and Safety policies.
· To undertake such job related duties as may be required from time to time which 
are commensurate with the grade of the post.
· To deal fairly and openly with colleagues at all times.


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 skills, knowledge and experience

· Experience of data management and analysis and interpretation 
· Experience in the use of database extraction tools to develop complex 
queries.
· MS Excel skills including: Spread sheet design and development,
creating pivot tables and complex formulas
· Experienced in use of Word and Power Point 
· Advanced analytical skills with a demonstrated ability to develop and 
produce meaningful Intelligence reports
· Able to present complex information to a wide range of audiences both 
verbally and electronically
· Excellent verbal, written and personal communication skills 
· Able to work independently or as part of a team
· Understanding of and commitment to the principles, practices and 
promotion of equality and diversity.
· Demonstrated capability to plan over short- and medium-term timeframes
and adjust priorities accordingly
· Organisational skills and personal effectiveness
· Positive and flexible attitude
· Self-motivated
· Able to work constructively with individuals in other agencies 
· Good judgement and problem-solving skills when working in a 
pressurised environment
· Ability to work on own initiative and organise own workload without
supervision working to tight and often changing timescales


If you have the following experience or qualifications – then that’s great!

· Evidence of continued personal and professional development
· Experience of using reporting tools- eg. Power BI, Crystal Reports



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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