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Context statement

Job title: Management Information Assistant 
Directorate/Service/Team: Business Intelligence and Performance - Childrens Services 

Organisation structure
Reporting to: Business Intelligence and Performance Manager

Context of work

This role sits within the Children’s Services Directorate and provides management information, governance and assurance to support Dorset Council in meeting its statutory responsibilities across education and children’s services. 	Comment by Benjamin Lester: @Rowena - how's this? 'The postholder will support the extraction, validation and preparation of data from Children's Services case management systems and other approved data sources for performance reporting, statutory returns and management information purposes. Working closely with Management Information Officers and Performance Analysts, the role contributes to data quality improvement activity, reporting development, testing and process automation. The postholder will support the use of Microsoft technologies, including Power BI, Power Apps and Power Automate, to improve efficiency, reduce manual processes and enhance the availability of reliable management information across Children's Services'	Comment by Rowena Wrixon: @Benjamin Lester Im going to add Intelligence Analysts 

The Business Intelligence and Performance Team supports Dorset Council in meeting its statutory responsibilities by maintaining accurate and reliable information, supporting performance management arrangements, producing statutory returns and ensuring information is available to support operational, managerial and regulatory requirements. 	Comment by Benjamin Lester: @Rowena - Maybe a bit about 'The postholder supports the development and implementation of improvements to reporting and administrative processes, including the use of Microsoft Power Platform tools, automation solutions and other digital technologies to reduce manual activity and improve efficiency'	Comment by Benjamin Lester: @Rowena - and something like 'The postholder will be encouraged to develop knowledge and practical skills in Microsoft Power Platform technologies, including Power BI, Power Apps and Power Automate, to support service improvement and information management activities'

The postholder supports a range of Business Intelligence and Performance functions, including the extraction, validation and preparation of data from Children’s Services systems and other approved data sources. This information supports performance reporting, statutory returns, benchmarking activity, operational management information and service improvement initiatives.

Working closely with Management Information Officers, Intelligence Analysts and Performance Analysts, the postholder supports reporting processes, dashboard development, testing activities and continuous improvement initiatives. The role contributes to the maintenance of data quality and integrity within Children’s Services systems through routine quality assurance activities, the investigation of data anomalies and supporting operational colleagues to improve the completeness, accuracy and consistency of information, helping to improve the quality, accessibility and use of management information. 
The postholder supports the effective use of Microsoft technologies, including Power BI, Power Apps and Power Automate, helping to improve efficiency, reduce manual processes and enhance the availability, accessibility and use of reliable management information across Children’s Services. The role may also support the development, testing and implementation of reporting solutions, administrative process improvements, system enhancements and automation opportunities.

In addition, the postholder may support audit activity, Freedom of Information requests, inspection preparation and wider performance reporting requirements. The postholder will be encouraged to develop knowledge and practical skills in relevant digital and data technologies and may support a range of service areas in line with business priorities and operational requirements.
Travel requirement
Occasional travel is a factor of the post.

Other information

Strong written and verbal communication skills, with the ability to present and explain data and analysis in an accessible and understandable way to a range of audiences. 

A basic DBS check is a requirement of the post.

Work Base / Hybrid Working
This role operates on a hybrid working basis. Whilst there is flexibility regarding work location, regular attendance at a Dorset Council office is an expected requirement of the post to support effective team working, supervision, training, business continuity and service delivery.
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