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Trafford Children and Young People’s Service

JOB DESCRIPTION
Post:
Senior Systems Implementation/Training Officer
Department:
Service Development Team
Grade:
Band 7 (subject to pay moderation and final decision)
Responsible to:
Service Development Team Manager
Responsible for:
Training Officer/Information and Training Support Assistant (for operational matters)
Main Purpose of the Job 
The Senior Systems Implementation/Training Officer is tasked to oversee the implementation of a new Integrated Children’s System, Local E-CAF, National E-CAF and ContactPoint that will allow the authority to meet all its e-government and modernisation requirements, Multi-agency working whilst fully supporting all areas of the business in providing service excellence which includes delivery of a comprehensive ‘Integrated Working’ Training Programme for all the above systems.

The Training programme also includes a local E-Learning system which will be updated and developed in line with new initiatives.  The Senior Systems Implementation/Training Officer will co-ordinate the delivery of these sessions and evaluate and monitor the training content to ensure that it is suitable for a variety of practitioners across the CYPS and partner agencies.

To ensure that the practitioners identified as ContactPoint users understand how to use the system via the relevant access route (mediated, CMS, or web), as well as the rules around information sharing, security and audit. 

To support the implementation of ContactPoint in Trafford
In the absence of the Service Development Team Manager, day to day management of the team will also be required.
Main Duties/Responsibilities
Line Management/Supervision responsibilities for Training Officer(s)/Information and Training Support Assistant
Key member of ICS Project Group, working directly on project plans and duties associated with pre-deployment, implementation and working with the business to support main streaming the system and local requirements.

Mapping existing processes and working with developers to ensure smooth transition into new system.

Assist with data migration strategies and responsibility for data mapping of data from the old SAP system to ensure all information is migrated into the new ICS system within strict timeframes.
Working with E-Government to ensure technical requirements are in place working to timelines in the project plan.

Working with Operation Managers to ensure additional documents processes outside ICS are in place.

Attend regional ICS and E-CAF user groups as required

Assist in the change-management process and communication plan for ICS to ensure practitioners are prepared for the changes ahead and attend required sessions
Develop user help desk arrangements linking in with existing E-Government and Service Development interim solution.

Develop business case for one help desk arrangement for ICS, CAF, E-CAF, E-Learning, CAF, and Lead Professional.

Responsibility for updating risk and issues log in line with existing processes.
Display effective facilitation of Local Project Plans recognising responsibility and accountability to achieve objectives
Co-ordination of Integrated Training Programme to include training delivery on Integrated Children’s System, E-CAF, On-Line training in line with national and local guidance.
Develop co-ordinate and deliver appropriate training programmes to meet requirements nationally and locally and deliver sessions on all systems and co-ordinate with wider ECM programme training initiatives

Manage the training programme schedule and training database of trainee details.

Ensure that course pre-requisites are met by all trainees 

Adapt national training materials for local use in relation and develop additional local materials if needed 

Achieve target number of trained users within agreed timescales for ContactPoint and Integrated Working Training Programme.
To support and mentor staff in understanding the principles and practice of the principles of ContactPoint. 

To work with partners to promote multi agency working and multi agency approaches to the developments. 

To perform all the functions of the post consistent with current legislation and within the established policies, standards and procedures. 

To take responsibility for all the functions of the post within the boundaries of delegated responsibility. 

To make a positive contribution to the service, participating in supervision, training and appraisals and any other activities that may be required to ensure effective professional and service development. 

To remain informed of IT developments relevant to child care and to advise senior management of their implications for the Department as and when required. 

To work flexibly in the interests of the service. This may include the performance of any other duties which correspond reasonably to the general character of the post and are commensurate with the appropriate level of responsibility.  

Attend National/Regional ECAF and ICS User Groups as appropriate and follow up actions as required

To represent CYPS and deputise for the Service Development Team Manager at meetings with external agencies, other local authorities and public bodies and wide range of statutory agencies as required.

Assist the audit, evaluation and regular review of the project. Analyse findings in the context local and national priorities and objectives, including statutory standards and indicators.

To maintain an awareness regarding all CYPS related e-government targets and statutory requirements and deadlines in relation to children’s services. 

Provide advice and support to Heads of Service, managers, service users and other relevant stakeholders concerning issues related to the systems.

Proactively monitor the new social care system to identify areas of success and weakness and provide feedback for Service Development Team Manager.

Promote and comply with the Council’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others.

To work outside of core hours as can reasonably be expected when required.

Carry out other such duties, which are consistent with the nature, responsibilities and grading of the post.
Standard statements
Health and Safety

To operate safely within the workplace with regard to the Council’s health and safety policies, procedures and safe working practices.  To be responsible for your own Health and Safety and that of other employees.
Equalities & Diversity

To work within the Council’s Equalities and Diversity Policy, embracing through personal example, open commitment and clear action that diversity is positively valued, resulting in access for all by ensuring fair treatment in employment, service delivery and external communications.

Customer Care

To continually review, develop and improve systems, processes and services in support of the Council’s pursuit of excellence in service delivery. To recognise the value of its people as a resource.

Training and Development 

To identify training and development needs with your manager, taking an active part in your Personal Development and Review Plan. To access development opportunities as they arise and share learning with others and where appropriate, actively encourage a learning environment and development within others.

Policy 

To work at all times within the established policies and practices of the Council, within the framework established by the Council Constitution and associated guidance.

Confidentiality

To adhere to the Council’s policies and procedures on confidentiality and the management and sharing of information.
Safeguarding Children
Trafford Children & Young People's Service is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

Multi-agency Working

Trafford Children and Young People’s Service is currently undergoing major strategic and operational change as part of the ‘Every Child Matters’ Agenda to improve outcomes for Children and Young People.  This requires Multi-Agency working with partner organisations in order to deliver a more integrated service.  As a result of this the nature of individual jobs may change.  Existing duties may be lost and other duties gained without changing the level of responsibility entailed. Post holders will be consulted at the appropriate time should changes to an individual’s post be necessary.

Disclosure of Criminal Background (if applicable)

All employers are required to check with the Criminal Records Bureau the possible criminal background of staff and volunteers who apply to work with, or will have access to information about, children and young people or vulnerable service users.

If it is a requirement of the post that such a check be undertaken, successful applicants will be asked to complete and sign a Disclosure Form giving permission for the screening to take place. Having a criminal record will not necessarily bar you from working within Trafford Children and Young People’s Service. This will depend on the nature of the position and the circumstances and background of any offences. Please note applicants refusing to sign the form or failing to disclose any convictions will not be progressed further.

Children & Young People's Service is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

PERSON SPECIFICATION

JOB TITLE:

Senior Systems Implementation/Training Officer
DEPARTMENT:
Service Development Team
GRAD
E:

Band 7 (subject to pay moderation and final decision)
STAGE ONE:
Disabled candidates are guaranteed an interview if they meet the essential criteria

	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	Primary degree or equivalent qualification 

· Primary degree or equivalent qualification
· Evidence of completion of Training for Trainers programme, commitment to continued specialist training management qualification including personal professional development
· Microsoft Products, including MS Project


	A

A
A

	2.  Experience

	· At least two years experience in social care environment preferable within a children and families setting.

· Experience of multi-agency working and networking

· A good working knowledge of current IT Systems

· Experience of implementation of new IT projects

· Experience of  planning designing, delivering and reviewing training and development plans with knowledge of relevant tools/software
· Experience of supervising staff


	A

A/I

A/I
A/I
A/I
A/I

	3.  Knowledge and Understanding

	· Understanding of the Every Child Matters agenda and commitment to working in partnership to deliver better outcomes and national guidance on ContactPoint, Common Assessment and Integrated  Children’s System

· Understanding of basic principals of Information Sharing and data protection

· Understanding of Trafford’s Children and Young People’s Plan

· Good understanding of the multi-agency roles and responsibilities  in relation to child protection and working knowledge of Working Together 2006 and local multi-agency Child in Need/Child Protection procedures 
	A/I

A/I

A/I
A/I

	4.  Skills & Abilities

	· Ability to demonstrate possession of analytical and reasoning skills via previous work achievements.

· Ability to function with minimum supervision and oversight and must be self motivated

· Ability to mange and organize own workload and that of others so that deadlines can be met

· Ability to communicate well both orally and in writing to a wide ranging target audiences at different levels and in different organizations

· Ability to present effectively to both large and small groups

· Ability to produce  and deliver reports to a wide range of audience

· Ability to deal calmly and professionally under stressful circumstances

· Ability to communicate with all levels of staff


	A/I

A/I

A/I

A/I

A/I

A/I

A/I
A/I



	5. Personal Qualities
	

	· Highly motivated with a ‘can do’ focus

· Commitment to anti-discriminatory practice

· Commitment to training and staff development including personal professional development. 


	I

A/I
I




