Kent County Council
Job Description: Management Information Assistant (Data Quality)

Directorate: Children, Young People & Education
Unit/Section: Management Information & Intelligence
Grade: KR6

Responsible to: Management Information Officer

Purpose of the Job:

The Management Information & Intelligence team is responsible for the provision of timely,
accurate data to support operational service delivery for Children, Young People and Education
(CYPE) services and to provide performance reporting against key national and local strategic
priorities. There are three workstreams within the team: management information and
performance reporting; data quality; and systems training and support.

This post will be focused on data quality, ensuring that accurate, timely and high-quality data is
recorded in relation to children, young people and their families.

Main duties and responsibilities:

e Ensure that accurate and timely data is maintained across all relevant case management
systems. This will be done through the allocation and completion of scheduled and ad hoc
data quality tasks.

¢ Undertake data cleansing work required to support the accuracy of management information,
including the submission of statutory returns to central government.

e To act as the first point of contact for system users, managing queries and handling routine
requests.

e Provision of support and guidance to system users, promoting a “right first time” approach to
data input.

o Data input for core Ml responsibilities.

e To apply technical understanding of the case management systems to identify issues either
with data held or with system functionality. Resolve issues where appropriate, escalating to
Management Information Officers where no known resolution can be applied.

¢ Undertake system testing and provide support to users following system upgrades or system
changes.

o Undertake duties in line with legal requirements and agreed practice including access to
information, and secure information sharing.

Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It
may be amended from time to time without change to the level of responsibility appropriate to
the grade of post.



Kent County Council
Person Specification: Management Information Assistant (Data Quality)

The following outlines the criteria for this post. Applicants who have a disability and who meet
the criteria will be shortlisted.

Applicants should describe in their application how they meet these criteria.

SPECIFICATION KR6

Qualification NVQ level 2 or equivalent qualification or demonstrable equivalent
knowledge and skills

Experience & Awareness of management information targets, measures and
Knowledge indicators as set by local and national Government

Knowledge of bespoke MI systems, for example Liquid Logic
Children’s Systems, Early Help Systems (or equivalents)

Knowledge of Data Protection legislation

Skills/Abilities Ability to understand and manage data and information and accurately
input and extract information using data systems

Good oral and written communication skills including email and
telephone communications with customers and colleagues, and in
written correspondence

Good organisational skills and ability to prioritise and complete tasks

Ability to work with colleagues from different teams and across
organisational boundaries

Good analytical skills using Excel and Access

Ability to understand information and learn quickly to adapt to new
systems and ways of working

Ability to solve problems using known solutions

Commitment to equalities and the promotion of diversity in all aspects
of working

Ability to travel across a wide geographical area if required, using
either personal or public transport

Key People and Partnerships
Competencies
Outcomes and Delivery

Conversation and Compassion

Behaviours & Kent Values:
Kent Values
Open




Invite Contribution and Challenge

Accountable




