
	Job Title:    Data Co-ordinator
	Job number:

	Service Area:  Chief Executive’s Office: Assets Team
	Date received: 


	Purpose of job – Give one statement explaining the job’s overall objectives

	To collate, maintain, update and analyse stock condition, property repair and estate management information for all Council HRA and General Fund assets and use the analysed data to formulate recommendations for improving the efficiency and value for money of the Council’s responsive and cyclical repair and maintenance contracts, improvement and planned and preventative maintenance investment programmes and the future configuration and specification of tendered contracts; assist in the procurement of future contracts; and provide data and reports to demonstrate that the Council is complying with all its statutory and regulatory responsibilities.  

	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	Be responsible for the accurate recording, updating, validation, maintenance or cleansing of all property related records relating to all Council owned assets on the ActiveH or successor system to ensure a robust data set is maintained; make recommendations for system or data set enhancements; make appropriate arrangements to collect and validate data from colleagues in the Assets Team responsible for delivering repairs, planned, cyclical and servicing works to update property record databases, recording work completed and certifications issued or received; and routinely review the adequacy of data collection and dissemination processes across the Assets Team , making recommendations to the Compliance and Technical Managers on system improvements as appropriate.
	40

	Undertake regular analysis of stock condition, repair, improvement and other property related datasets to make recommendations to the Compliance, Technical and Asset Managers on a range of potential service improvements, for example, using an interpretation of repairs trends to improve contract specifications or delivery,  proactive identification of component failures, proposals to optimize the balance between planned, cyclical or responsive works, proposals for the annual Planned & Preventative Maintenance programme, budget setting or virement proposals, anlaysis of component performance to identify any  ‘repeat offenders’ , analysis of spend per property to identify outliers etc; and provide management information reports, including to client service areas, as appropriate. 
	40


	Develop, maintain and review Contract Documentation, oversee the procurement of Contracts ensuring compliance with the Public Contracts Regulations and the Council’s Code of Procurement Practice, and work with Contract Administrators, Finance and the Asset Team managers to plan, monitor, control and report performance and expenditure for each contract, recommending adjustments accordingly.
	10

	Assist in the specification and manage the delivery of a variety of surveys including monthly defect inspections and periodical stock condition surveys and contribute to the development and use of the Council’s asset management systems.
	10


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.

	See final asset team structure



	Dimensions – Quote figures which give a picture of the job in any annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work.

	The postholder will analyse and report on large volumes of complex data relating to the Council’s asset base of 50 operational buildings, c140 non-operational ones, land holdings in excess of 535,821 hectares and a HRA housing stock of 5,483 social or affordable rented homes, 15 shared ownership homes and 601 leasehold properties with budgets of:
HRA responsive repairs                                                    c£2.8m per annum

Corporate responsive repairs                                            c£650k per annum

Corporate Planned and Preventative Maintenance               c£1m per annum

Housing Investment Progamme                                        ranging from £3.5m 18/19 to £6.7m                                                                                      20/21

Multi-storey safety improvements                                     c£2.35m

Non-operational property rental income                             c£1m per annum

	Scope for Impact – Describe in two or three examples the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities.

	The post will directly support the preparation of the forward investment plan by using the stock condition and property performance data to enable effective financial planning, programming of work and procurement activity to ensure the Council’s asset base is maintained in optimum condition and in accordance with all statutory and regulatory responsibilities.



	By planning and managing building/ stock condition survey programmes the postholder will ensure that data is used to set programmes of work is robust and maximises the efficiency that can be achieved by each programme, unlocking further value from the Council’s housing and corporate budgets.

	Challenges – Describe the most difficult, complex or challenging part of this job and explain why.

	Ensuring that the currently poor use of data in decision making and programme planning and the previous, historically poor quality of data collection and dissemination is significantly improved.

	Additional Information – Use this area to briefly explain any aspects of the job that have not been adequately covered in previous sections.
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	Educated to degree level
Up to 3 years experience of working in a relevant area of data analysis 

Proven track record of data analysis to drive improvements in value for money, systems, processes, products or customer satisfaction.
Experience of using an Asset Management System

Experience of report writing and making recommendation based on data analysis

	Qualified membership of either the Royal Institute of Chartered Surveyors (RICS); the Chartered Institute Of Building (CIOB) or any other equivalent professional membership
A sound understanding of procurement best practice and legislation.

Experience of assisting and setting investment programmes



	Non Job Specific Qualifications & Experience
	Experience of liaising directly with clients and stakeholders.

Experience of interpreting budgets

Excellent time management and organisational skills


	Experience of making budget setting recommendations 



	Job Specific Knowledge, Skills & Abilities
	Ability to work effectively without high levels of supervision.

Excellent problem solving ability

Confident in the use of windows based ICT systems including Microsoft Excel 

Excellent communication and negotiation skills

Excellent time management and organisational skills

Commitment to training and personal/professional development
	Knowledge of typical contractual mechanisms and industry legislation e.g. the Housing Grants, Construction and Regeneration Act

Knowledge of housing repair standards and legislation e.g. Right to Repair, Decent Homes Standard/HHSRS

Knowledge of building design and construction technology, planning requirements, building regulations and british standards 



	Non Job Specific Knowledge, Skills & Abilities
	Good understanding of and commitment to both quality and equality in service delivery and management

	

	Other Requirements
	A driving licence, or access to appropriate transport
Occasional attendance at evening meetings
	


Warwick District Council – Job Description








Warwick District Council – Person Specification











-3-


