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ROLE PROFILE

	Role Title
	Data Administrator 
	Grade / Salary
	B

	Directorate
	Central Services 
	Department
	Business Development 

	Responsible to
	Head of Business Development 
	Responsible for
	N/A


	Role Purpose

	To oversee the systems for collecting performance data, in particular InForm, a Salesforce based database, and supporting the processes for monitoring and reporting this data to both an internal and external audience. To provide administrative support to InForm users and oversee the maintenance of InForm by external contractors. Work with Area Directors and the Director of Operations to ensure data reported is accurate and compliant. 


	Responsibilities and Accountabilities

	All Thames Reach staff are accountable to the Chief Executive, and in the case of the Central Services are accountable to the Director of Finance and Central Services.

The business development team is line-managed by the Head of Business Development.

	Responsibilities:

To support the organisation in the following areas: 

· Ensure the smooth operation of InForm at all times.
· Provide administrative support for InForm and Salesforce 
· Provide training in InForm for new or inexperienced staff members
· Support front-line managers to improve quality of data entry
· Produce regular organisational performance indicators
· Provide analysis of data and report to senior management team on trends and areas for development 

· Process the collation and submission of monitoring returns

· Maintain relationships with external partners in relation to monitoring 
· Support the development of Salesforce based products for central services
· Ensure that our client data processes are complaint with data protection legislation

· Support the Head of Business Development to deliver the team’s workplan


	Knowledge, Skills and Experience

	· Experience using a database is essential
· Knowledge of InForm or similar Salesforce-based database would be desirable
· Proficient in Microsoft office systems including Excel, Word and Outlook

· Ability to produce high quality work under pressure of time

· An understanding of quality assurance
· An understanding of the legal framework surrounding data protection
· Ability to communicate both verbally and in writing with a wide range of stakeholders

· Ability to work with managers in a helpful yet assertive manner

· Ability to interpret contract terms relating to monitoring requirements and set up reporting systems

· Able to prioritise effectively to meet deadlines and targets

· An understanding of the work of Thames Reach and the vulnerable nature of its service users

· A mature and thoughtful approach to valuing diversity in the work place

· Excellent problem solving skills


	Core Competencies for staff

	Attributes/behaviours the role holder must possess to be successful in the role

	Service Focused
	· Focuses on addressing organisational priorities and understands the success of Thames Reach depends on achieving trust and mutual respect between different parts of the organisation

· Able to represent Thames Reach effectively to all internal and external stakeholders

· Works effectively in partnership with others. 

· Strong commitment to service users and passionate in belief that they can make real and lasting changes in their lives 

· Portrays the organisation in a positive light 

	Clarity of Purpose
	· Delivers objectives and targets linked to the team’s workplan and priorities

· Establishes clear priorities, a practical framework for achieving them and keeps issues in proportion

· Focuses on quality, impact and outcomes/results

· Exercises a good level of judgement and is confident in decision making

· Takes ownership for decisions that affect self, others and the organisation, within their range of responsibility

	Embracing  Change and Innovation
	· Contributes to continuous organisational improvement

· Understands the need and actively contributes to  change 

· Is responsive, flexible and positive 

· Responds positively to change

· Is creative and innovative and able to bring improvements in systems and practices

	Team Working
	· Maximises the contribution of self and others to the organisation

· Provides constructive and positive feedback to colleagues

· Is supportive of others and shares knowledge, ideas and resources

· Listens to others and shows sensitivity to their needs, positions and points of view

· Sees productive conflict as normal and healthy and effectively handles disagreements and differences of opinions

· Motivates and inspires others

	Effective Communication
	· Respectful and courteous

· Uses appropriate methods of communication

· Clear with own boundaries as well as those of others including service users

· Able to communicate effectively with different individuals and partners including service users, colleagues, commissioners and members of the local community

· Able to collect, collate and present relevant information based on research, knowledge, experiences of self and others in a form that is appropriate to the target audience

	Efficiency and Effectiveness
	· Plans work efficiently to maximise effectiveness

· Takes action to promote a positive and good working environment 

· Plan, prepare and review own work and identify potential future problems

· Consistently performs to a high standard and takes action to solve problems in  timely manner

· Conscientious and professional

	Managing and Developing Self
	· Self critical and reflective

· Emotionally  resilient and develops ways to manage stress and pressure of the job

· Manages upwards as well as downwards

· Identifies learning and development needs to enhance performance and  contribute to the achievement of the organisation’s objectives

· Assesses and continually develops own competence, seeking and accepting feedback from others
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