Job description

Job title:

Victim Services Data Quality Officer 
Salary:                
Band 7
Department:

Victim Services 
Working hours:
To be agreed 
Reporting to:
Victim Services Caseworker
____________________________________________________________________

Purpose of the job

· Source and provide additional information to support safe contact and enhance needs and risk assessments for all victims of crime
· Ensure up-to-date and timely information is provided to Victim Support

· Conduct Service User Surveys with victims where positive need(s) have been identified and record feedback in line with Victim Support’s Victim Services Operating Procedures

Main duties 
· Carry out an in depth interrogation of all available systems to provide up-to-date and timely information to assist with contact, needs and risk assessments, and, where appropriate, ensure consent to contact is in place
· Communicate this information to all relevant parties in line with Data Protection Policies.
· Contact all victims of crime referred to Victim Support where a positive need has been identified and carry out a Service User Survey in line with Victim Support’s Victim Service Operating Procedures.

· Record all contacts and information securely in line with Victim Support’s Victim Services Operating Procedures and in accordance with procedures for monitoring and evaluation purposes 
· Contribute towards risk assessment processes including identifying safeguarding concerns
· Develop productive working relationships with colleagues and stakeholders
· Liaise with appropriate Victim Support colleagues to contribute to the effective running of the service

· Ensure that Victim Support’s national standards and procedures are observed, particularly those relating to safe practice, confidentiality and information sharing

· Comply with legal, regulatory, ethical and social requirements

· Deal with incoming and outgoing mail appropriately

· Deal with telephone and general queries appropriately

· Provide general administrative support.  Tasks may include (but are not limited to):-

· Typing of  letters and reports

· Providing accurate verbal and written information 

· Assist and supply information and correspondence to internal and external contacts in accordance with required deadlines

· Allocation of referrals

· Work as part of a team to provide service delivery support.

Generic responsibilities

· Develop productive working relationships with colleagues and stakeholders

· Develop a culture and systems that promote equality and value diversity 

· Promote a health and safety culture within the workplace 

· Manage personal resources and own professional development, attending training where necessary and required.
· Support Divisional Fundraising efforts

· All information must be maintained in accordance with the Data Protection Act

· Undertake other activities as required 

Travel

· Travel may occasionally be required

Unsocial Hours

· Able to work flexibly including evenings and weekends

This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.

Date: 23/06/2014
Person specification

Job Title:
Victim Services Data Quality Officer
___________________________________________________________________
1. Knowledge and Experience

Essential


· Understanding of the impact of crime (s)
· Experience of delivering a service in a statutory, voluntary, community or private social care setting 
· Understanding and knowledge of the requirement for confidentiality and safe working practice and maintenance of files in accordance with the Data Protection Act and other legal requirements (s)

· Understanding and knowledge of an active commitment to promoting equal opportunities and diversity (s)

· Working to agreed standards and procedures (s)

Desirable

· Working directly by phone or face to face with clients or service users in a statutory, voluntary or community work setting 

· Undertaking, implementing and maintaining efficient administrative systems 

· Working independently and as part of a team

· Knowledge of relevant local agencies and resources

2. Skills and abilities

Essential


· Ability to communicate sensitively and effectively both verbally including by phone and in writing with a wide range of people (s)

· Ability to work without direct supervision, prioritise work and deal with competing or conflicting demands in an organised and methodical manner (s)

· Demonstrate accurate numerical and analytical skills 
· IT skills including Word, Excel, databases, internet/ email (s)
· Ability to promote the work of Victim Support

· To recognise own strengths and weaknesses

· Manage work in a professional way while meeting targets and deadlines

· Know when to seek line management support

· Maintain secure and accurate records, and produce reports on data collected for monitoring and evaluation purposes

· Value and support others

3. Qualifications

· O’level, GCSE grades A-C or Scottish standard grades or equivalent in English and maths

(S) = shortlisting criteria
Indicate which level is required for the post 
	DIMENSIONS
	Level for Post

	Accountability for actions – personal responsibility in the role (in relation to actions and consequences)


	Direct decision making which could impact on others

	Independence of Action – Availability of support
	-Some independence – duties largely defined

	Complexity
	-Work requiring discretion and judgement. Knowledge of a variety of procedures etc required

	Relationships and Communication skills required - contact with others


	-Frequent contact internally and externally, requires influencing, negotiation, diplomacy etc

	Direction (supervision received)


	-Under general supervision, someone is generally available

	
	-Work is managed, outcomes usually assessed on a monthly or agreed reporting basis

	Demands of Work


	- Moderate demands

	
	-High degree of demands and peaks of demand


