Motiv8

JOB DESCRIPTION

JOB TITLE:


Monitoring Officer 

RESPONSIBLE TO:
Director of Operations
PURPOSE OF JOB:

To monitor, maintain, develop Motiv8’s Management Information Systems, to support high quality delivery and performance of Motiv8’s operational teams, meeting organisational standards and contractual requirements as specified by funding bodies.

To collate, prepare and issue reports of monitoring activity against set requirements or specifications.

Implement effective Quality Assurance systems, identifying good practice, trends, gaps and issues which require consideration.

Main Duties:
1. To maintain and monitor information and recording systems

2. To use data and information systems to identify good practice, trends, issues and gaps in service provision 

3. Undertake regular checks of records and systems to ensure they remain effective and up-to-date.

4. Develop and implement effective monitoring and recording frameworks to support Operational delivery

5. Use monitoring systems to provide a quality assurance function, highlighting areas which require further attention 
6. To pro-actively contribute to continuous improvement of processes, procedures and systems to improve efficiency
7. Prepare, present and issue regular and comprehensive progress reports in a concise and logical format
8. Identify supporting data and evidence against agreed outcomes.
9. Monitor data accuracy and quality of data entry.
10. Develop cohesive partnership working with key partners and organisations including Schools, Colleges, Youth Offending Teams and Local Authorities to support the collection and sharing of qualitative and quantitative data.

11. Support staff in using and maintaining data information systems
12. Explore, analyse and disseminate good practice from other areas
GENERAL DUTIES
1. To act as reception as and when needed alongside telephone duties.

2. To open and distribute the post 

3. To work within the policies and procedures of MOTIV8.

4. To contribute to the general administration of the office.

5. To take responsibility for the health and safety of yourself and others.

6. To undertake any other duties as reasonably required in line with the individuals capabilities 

7. Undertake flexible working with occasional work outside contracted/core hours.

8. To comply with equal opportunities policy of MOTIV8 with reference to clients and staff.

9. To promote equal opportunities within MOTIV8.

10. To maintain confidentiality at all times with MOTIV8 Policies and Procedures.

11. To attend meetings and training as required.

12. To ensure the positive reflection and promotion of MOTIV8 to outside agencies.

13. To entertain professional standards and promote MOTIV8 services and relationships with external organisations and individuals.

14. To work towards building and developing MOTIV8’s services.

15. To be responsible for personal and professional development.

16. To actively pursue routes available for the development and improvement of MOTIV8’s standards and services.
MOTIV8

PERSON SPECIFICATION

JOB TITLE:
Monitoring Officer

RESPONSIBLE TO:
Director of Operations

	Knowledge
	

	Good understanding and experience of working with databases
	E

	Good standard of education (equivalent to level 4 or above)
	D

	Knowledge of data protection laws, guidance and systems
	D

	Knowledge of local government structures and policy issues affecting young people
	D

	
	

	Experience
	

	Experience of using and maintaining databases
	E

	Experience of Administration 
	E

	Experience in coordination of systems
	D

	Experience in management of data
	D

	Experience in setting up, monitoring and coordinating systems and processes
	E

	
	

	Skills
	

	Excellent numeric skills
	E

	Proven excellent writing skills including report writing
	D

	Good eye for detail
	E

	Proven excellent interpersonal skills
	E

	Good IT skills and knowledge of Microsoft programs
	E

	
	

	Attitudes/values
	

	Ability to take initiative within existing operating frameworks
	D

	Take responsibility for own learning and professional development
	E

	Ability to ensure monitoring and HR information is up to date
	E

	Ability to manage own workload
	E

	Ability to maintain and develop systems and processes
	D

	Ability to work with a wide range of people
	E

	Ability to research and identify customer needs
	D

	
	


