Job Description                                                        				                                                           Data Co-ordinator

The Job Details

	Job Title:
	Data Co-ordinator

	Salary:
	£25,655 pro rata

	Pension:
	5% of salary subject to Staff Policy Conditions (see Staff Handbook)

	Conditions:
	Refer to Staff Handbook for full details

	Holidays:
	32 days for full year April-March comprising 28 days + 4 fixed public holidays (as per contract).  All holiday allowances pro-rata for part years and part-time posts.

	Hours of work:
	25 hours per week.  A Time-Off-In-Lieu system operates for any additional hours worked or the normal working day is altered.  

	Probationary Period
	4 weeks, 12 weeks and 23 week reviews (23 week total)

	Notice Period:
	As per Contract

	Responsible to:
	Operational Manager

	Responsibilities:
	Project Volunteers

	Screening:
	References and Basic Disclosure



The Organisation

Carers Link wants to see carers of East Dunbartonshire have the best possible quality of life, through help and support for their caring role and the opportunity to pursue their own needs, interests or work. [image: ]


We are passionate about supporting carers because as staff, we’ve been there.  Some of us are carers now, whilst the others have been carers in the past.  Quite simply, we get it.  We know the tiredness, the guilt, the frustration, the loneliness, the sadness that can all come with caring responsibilities.  But we have also seen a community of carers grow locally over the last 15+ years, sharing in their support of one another, sharing in their laughter, in their tears and sometimes both at the same time.

This shared experience is one of the things that makes Carers Link TRUSTED.  Carers share so much of themselves with us because they trust us – not just to keep information confidential but to be there for them and to do what we say we will.  
The Job

The Data Co-ordinator is a vital role at Carers Link.  The primary responsibility is the overall management of the CRM – CharityLog – from recording of information from carers or volunteers to ongoing maintenance/GDPR to reporting.  You will also support the organisation with other data related tasks in particular the Carers Census and the monitoring and evaluation of projects. 

Focussing on long term sustainability is a strategic priority of Carers Link and being a data-driven organisation is key to this success.  Building our evidence base demonstrates effectively the impact of the work we do (for funders and stakeholders) and the need for future or additional development.  

You will also be responsible for our mailing list – producing and distributing e-bulletins on a regular basis.
The job description will be supported by objectives as agreed within the organisational business plan.  


The Tasks

The % percentages are for illustrative purposes only, as each day/week will vary.  One hour equals 4% 
Carer Pathway (c.40% of job)
· Registration of new carer contacts ensuring that they receive organisational ‘welcome packs’ and that their basic registration details are fully completed and accurate.
· Ensure carer census and support plans are completed.
· Coordinate the facilitation of data capture to ensure supporters are added to any charity newsletters, e-bulletins and direct mails
· Establish and implement processes to close cases to the range of projects
· Implement appropriate archival systems in conjunction with the Operational Manager and CEO.

Data Management and GDPR  (c.30% of job)
· Oversee daily CRM operations across all project areas and manage database functionality 
· Quality check data inputs from wider staff and volunteer team and follow up on their corrections or omissions as required.
· Collaborate on the continuous improvement of the database across the organisation and support the wider team to improve and streamline data related processes.
· Champion effective use of data accuracy and lead in making others more data literate and able to access information from the database
· Work with the Operational Manager and CEO to ensure GDPR and Data Protection policies are in place and widely implemented including the updating of consents.
· Respond to subject access requests, as required and approved by the CEO.
· Liaise with Dizions as required for support or development needs.

Monitoring, Evaluation and Reports (c.20% of job)
· Work with all service staff to ensure database systems are in place to capture all quantitative and qualitative data required for their service area including statistics, evaluations and personal outcomes.  
· Support wider team to extract data as they require for reports.
· Implement monthly/quarterly/annual cycles of data reports on service performance as required by the CEO, Board of Management, annual report and funders

Operations – Communication (approx. 5%)
1. Publicise forthcoming activities and news within regular e-bulletins 
1. Develop other means of updating carers such as Business Whats App and/or Charity Log texts.

Volunteers (c.5% of role)
1. Ensure Volunteers involved in database administration or e-bulletins/mailings are supported to carry out their roles by providing day-to-day support, guidance and practical resources or instruction, and for carrying out more formal supervision if required.

Organisational Responsibilities
· Participate in organisational rotas for phone and/or office cover
· Be led by the Operational Manager and CEO in the delivery of the projects aims and objectives.
· Be aware of our Vision, Mission, Values and Objectives and work in a manner to reflect these.
· Adhere to agreed budgets and timescales.
· Work within the policies, principles and good practice of Carers Link, in particular adhering to confidentiality at all times in relation to information accessed through role involvement.
· Make effective use of training opportunities made available.
· Any other task that may be reasonably requested of the posts.



Person Specification       


	Shared Experiences
	Essential
	Desirable

	Personal experience of being a Carer or Young Carer 
	
	

	An understanding of the issues faced by carers 
	
	

	Values
	Essential
	Desirable

	Be true to your word - Be honest and act with integrity, deliver what you say you will do (but don’t promise what you can’t)
	
	

	Recognising individual circumstances – Treat people with dignity and respect, whether carers, staff, volunteers or partner organisations
	
	

	Time for you – Be willing to have a cup of coffee with someone (virtual or otherwise), chat and importantly, listen
	
	

	Embracing change - Have a positive, energetic and ‘can do’ approach. Be creative at problem solving.  A sense of humour helps too!
	
	

	Do your best in all that you do – Have high standards in the quality of your work whether supporting carers or typing up notes on the database.  Always seek to continually improve what you do and contribute to the improvement of the organisation
	
	

	Be a team player and support your colleagues to ensure goals are met
	
	

	Behave in a way which builds a strong reputation for Carers Link
	
	

	Specific Experience or Skills
	Essential
	Desirable

	Excellent organisation, administration and IT skills
	
	

	Computer literacy in all aspects of Office i.e. Word and Excel.
	
	

	Competent in using data management systems in particular Charity Log (training will be provided)
	
	

	Knowledge of monitoring key performance indicators, third sector outcomes, evaluation and reporting processes
	
	

	Good understanding of using and presenting data
	
	

	Excellent attention to detail and methodical approach to work
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