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Job Description
	Job Title:

	Data and Performance Manager

	Grade:
	Equivalent NJC 25-29 £27,698-£30,819 pro rata
Amaze hourly rate £15.22-£16.93 (based on 35 hours week)

	Responsible to:
	TBC CEO or Head of Communications & Fundraising

	Hours of work:
	25-30 hours

	Annual Leave:
	25 days pro rata

	Location:
	Brighton & Hove, with occasional travel to West and East Sussex

	Contract
	Fixed-term for 2 years, with likelihood of extension subject to funding

	Line Management responsibilities
	Not initially but possibly Data Entry volunteers (at later date)


Background

Amaze is a Sussex based charity that supports families with children and young people with special educational needs and disabilities (SEND). We have many different projects and services being delivered across Sussex, using funding from a variety of different sources including statutory, the Big Lottery and trusts/ foundations. These all require us to collect, report on, and interpret a large amount of data.
We are looking for a resilient person to lead us through a period of transition from one data system (Charity Log) to another (which is currently being identified), and drive forward effective data management within the organisation.
Main Purpose of the Job:

To provide leadership around Data Management and Performance at Amaze and be our Designated Data Protection Officer. 

To be responsible for the collection, storage, management and analysis of the wide array of Amaze data and information ensuring best practice and legal compliance, meeting the needs of funders and services, informing our research and driving forward service improvement.  
Data Management
· To manage a project to review all current data storage and retrieval systems, (current main system is Charity Log) and implement an improved database solution for the whole organisation. Note: a data system specialist is advising on the sourcing of an appropriate new system, fit for Amaze’s data management needs
· To manage the database system (CRM) on a day to day basis and be the key point of liaison between the CRM system provider and Amaze 

· To continue to develop the CRM or other appropriate systems so that they meet our current and future needs for collecting and analysing data, improving database content and layout as project requirements change
· To provide user-friendly, tailored, training and induction to all staff across the organisation to ensure data is being entered and the system is being used effectively, including developing and training staff around using the system, producing user guidance and dealing with user support issues
· To continue to develop the CRM system as required over time and as service needs change and grow 
Reporting
· To produce regular reports on Amaze activity and performance to meet requirements for a variety of audiences including staff, trustees, funders and commissioners
· To develop the Amaze Outcomes Framework, ensuring all projects are set up with realistic reporting mechanisms that illustrate the impact we are having with families and children and young people

· To maintain a cycle of internal and external evaluation and oversee any commissioned external evaluations

· To develop new/different/interesting ways to present our data e.g. infographics
Performance management
· To support the Senior Leadership Team in developing consistent outcome and performance measures for Amaze services as required
· To support managers to understand what the data is telling us, ensuring that feedback from families informs service improvement

· To provide data, evidence and feedback for Trusted Charity and other quality assessments

Data protection & GDPR
· To maintain Amaze’s data protection policies and procedures and oversee relevant systems, to ensure Amaze is compliant with legislation and good practice

· To be Amaze’s Data Protection Officer, leading our GDPR compliance
· To support staff in developing their understanding of data protection and GDPR requirements and adhering to good practice

Data Entry & Quality
· To map all data entry work happening across all teams at Amaze, ensuring systems are robust and staff are well trained to ensure the highest possible standard of accuracy and integrity of data
· To oversee the quality/integrity of the entry of data by staff across teams in the organisation, performing tasks to improve this e.g. deleting erroneous data, merging clients etc
General Responsibilities

· To liaise with other performance managers and analysts locally and nationally in pursuit of good practice
· To work within the framework of all Amaze policies and procedures 

· To carry out other duties appropriate to the role as required by the CEO or DCEO
· To attend team meetings, Amaze management team meetings, supervision and training
Person specification

Experience and knowledge
1. Experience of managing and leading a data/performance function 
2. Experience of specifying system and data requirements and being involved in (or managing: desirable) a database development project
3. Experience of extracting and presenting data to create a variety of reports for a variety of purposes 
4. Excellent knowledge and understanding of the requirements of GDPR, the importance of confidentiality and the principles of data protection

5. Experience of working co-operatively and in partnership with a wide range of other stakeholders   
6. Experience of managing the integrity and quality of data and knowledge about how to improve this
7. Experience of working with services for families of children and young people with SEND (desirable)

Skills, abilities and personal qualities

8. Can do, positive attitude with the ability to find solutions 

9. Highly confident and competent in using and developing IT systems [databases and Excel in particular] to support high quality [desirable: voluntary or statutory sector] services 
10. Ability to identify what data ‘extract’ is required in order to evidence or report on a particular issue and build the relevant ‘query’ to extract the data
11. Ability to present and report data in a variety of different formats for different audiences

12. Ability to support, train and develop staff around using new systems and processes  

13. Excellent communicator verbally and in writing 

14. Excellent customer services skills, able to deal with queries and resolve them effectively, with sensitivity 

15. Highly organised and structured in approach to work, meeting reporting deadlines and managing multiple projects 

16. A commitment to team working
17. A good understanding of the issues faced by families of children and young people with special educational needs and/or disabilities, and the ability to apply this knowledge to the data management function

18. Ability to demonstrate understanding of equal opportunities and the value of inclusion and diversity.
We strongly advise potential candidates to phone to discuss the post prior to applying. You can arrange a time by emailing Rachel@amazesussex.org.uk 
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