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Job Description and Person Specification
Job details
Job title: ECMS IT Administration Officer
Grade: NNCBAND02
Reports to:IT Applications Manager	
Responsible for:N/A
Directorate and Service area:IT
Purpose of the job 

The post will provide dedicated administrative support to the Education Case Management System (ECMS) project, which is delivering a new IT system for North Northamptonshire Council’s Children’s Services. The role will ensure effective project delivery by providing customer‑focused assistance across the Children’s Services Directorate and supporting improvements in data quality within both existing and new IT systems.

Principal responsibilities 
(Please make these concise and ideally no more than 8)

1. Administration duties as requested by the Project Team in order to support the ECMS project delivery.
2. Work closely with services to support data quality.
a. Retrieve and input data into IT systems and spreadsheets as directed.
b. Manipulate data within systems as directed.
3. Monitor the project mailbox(es) ensuring that requests are dealt with appropriately.
4. Support system testing (User Acceptance Testing) as required.
5. Ensure communication with internal and external partners is undertaken as directed.
6. Support the Project Team and services with training activities for system users.
7. Undertake training as required to fulfil the role fully.
8. Attend meetings as requested
General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Understand the councils committment to Corporate Parenting and take responsibility  to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 
4. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.

Person Specification

Person Specification
Requirements:
	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	· GCSE English and Maths grade 4 or above 
· Evidence of a commitment to continuous learning and development.
	· The ability to commute/travel between locations to work at alternative sites.

	Experience and Knowledge
	· Previous general administration experience.
· Experienced use of Office 365, including a good grasp of Excel, Teams and Outlook.
· Knowledge of business technology to improve service delivery.
· Experience of working on data base case management systems.
· Experience of data entry.

	· Knowledge and experience of Education case management systems.  
· An understanding of the Education Service.
· Experience of customer service. 
· Experience of user acceptance testing.
· Experience of liaising with partners and stakeholders. 

	Ability and Skills















	· Demonstrate excellent communication and interpersonal skills, building positive relationships.
· Ability to follow complex instructions.
· A high level of accuracy and attention to detail. To be able to maintain these standards when performing repetitive tasks.
· Ability to work on own initiative and manage workload.
· Able to work collaboratively, as part of a team.
· Good organisation skills, able to meet deadlines and remain calm under pressure.
· Excellent customer service skills with internal and external customers.
· Ability to learn new concepts and systems/processes. 
	· Ability to work remotely and on-site in North Northamptonshire.
· Provide a service in a positive, helpful and supportive manner.



	Behaviours
	· A positive, proactive, methodical, organised and helpful approach to work. 
· Flexible approach. 
· Take responsibility for the work, seeing tasks through to completion.  
· Enthusiastic and positive about making changes and improvements that benefit the customer and the Council. 

	

	Equal Opportunities
	· Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	

	Additional Factors
	· Willingness to build professional, positive relationships with staff and partners.
· Willingness to undertake further training and development as required for the post.
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