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JOB DESCRIPTION

	POST TITLE
	Business Intelligence Manager

	GRADE
	Grade 9

	FUNCTION
	Service Improvement 

	PERMANENT BASE
	Headquarters Sheffield

	RESPONSIBLE TO
	Strategic Intelligence Manager

	RESPONSIBLE FOR
	6 x Business Intelligence Analyst, 3x Data Quality Administrators


OVERALL PURPOSE OF JOB
To lead the team in providing a systems reporting mechanism and data quality administration service for all of the Service’s data recording systems, including those for the management of Business Fire Safety, Community Safety and Emergency Response. To ensure the same service is available to all departments within SYFR.
To manage the development, implementation and configuration of reporting repositories, to support self-service access to business intelligence, i.e.: operational, financial, HR, fleet, estates and internal management information.
To embed the Professional Fire Standard for Data Management and implement a Data Quality Strategy within the organisation and establish data quality standards and regular reviews on all data and systems supported by the department.
MAIN RESPONSIBILITIES

1. To lead the department in the development, management and administration of systems for the secure and accurate collection, processing and dissemination of data, ensuring that SYFR has relevant, timely, and good quality data for decision making purposes. Including but not limited to: systems for the collation and management of Business Fire Safety and Community Safety work (CFRMIS), the Systel Data Warehouse for mobilising data, and the Incident Recording System.
2. To provide overarching support and guidance to the Business Intelligence Analysts, and Quality Assurance Administrators, within the department, demonstrating a high degree of knowledge and understanding of tools such as SQL, Excel, Access, Crystal Reports/Server, Power Platform (BI), GIS, routing tools, modelling software, relational databases and reporting methods.
3. To have in depth knowledge of the AVLS system and its uses to be able to better direct and support the team in delivery the most accurate and useful data and analysis
4. To write and regularly review procedural documents relating to the support of key data systems and ways of working.
5. To provide organisational support, knowledge, direction and guidance to the Data Quality Administrators, on the implementation of the Data Quality Strategy and embedding data quality principles throughout the organisation, to ensure that SYFR enforces good quality data for decision making purposes.
6. To develop, implement and enforce appropriate data collection policies and procedures, ensuring data is held securely, and meets all regulatory and statutory requirements.
7. To develop and maintain change control processes in relation to the data systems supported by the team.
8. Represent the Strategic Intelligence Manager and Business Intelligence Team as required.
9. Represent the department at CMB/Senior Leadership Team meetings as required.
10. To provide support to the Governance, Projects and Collaboration team to manage and monitor benefits realisation across SYFR.  
11. To provide support to the Service Improvement manager in respect of HMICFRS, data collection and the service improvement process to ensure the data for internal and external evaluations are available and accurate, supporting the triangulation of data where applicable. 
12. To ensure that system updates, releases, service fixes etc are appropriately managed for all systems that the department supports, working closely with ICT.

13. Oversee the relationship with software vendors for the contracts and products the team supports, and ensure that issues are appropriately managed and resolved.
14. To provide support and knowledge data matching and data mining expertise utilising a range of tools and techniques such as SQL, Power BI, Excel and Crystal reporting. 
15. To lead on the development of reporting dashboards, including the provision of data from various sources to populate Power BI reporting.

16. To lead the team in data analytic work and projects to support strategic decision-making i.e.: capacity and demand planning, and development of the Community Risk Management Plan (CRMP).
17. To provide Data Quality expertise and assist the ICT department/ Project Managers in the specification of functional requirements during the development and introduction of new data systems. Including managing the team in the design and implementation of any test plans required.
18. Provide project management as required to new projects related to the introduction of new databases/ data systems for the collation and management of Service Information.

19. To represent the department / SYFR at internal and external meetings where appropriate, to provide expert advice in relation to data systems, and contribute to the continued development of data systems (including new modules) via user groups, held both nationally and regionally.  

20. Comply at all times with the Code of Conduct for officers of the Authority and such other professional requirements as to standards of conduct.
21. To fully participate in SYFR’s Performance Development Review process according to the responsibilities of the role.
22. To practice and promote SYFR’s Equality and Diversity and Health and Safety Policies and to conduct oneself in a manner that is consistent with SYFR’s core values at all times.
23. To ensure that risk is managed effectively within the section in accordance with corporate strategies and plans.
24. To attend as required any training courses that will contribute to the effective performance of the postholder. 
25. To carry out such other duties within the department as from time to time may be required, which are commensurate with the grading of this post. 
26. To be responsible for the accurate and appropriate processing of data, ensuring compliance with organisational policies and procedures (i.e. data protection).
OTHER INFORMATION (including special conditions of service)
Flexi time

NOTE:
 This document is produced as a guide to the general nature of the post and the list of duties is neither exhaustive nor exclusive.
PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Good Standard of academic achievement – Educated to a minimum of AS/A level standard or equivalent.
	X
	

	Ability to demonstrate continuous and up to date professional development in relevant technology
	X
	

	Degree or equivalent in a relevant subject (i.e.: IT/ Statistics/GIS)
	X
	

	Business or management qualification.
	
	X

	
	
	

	Knowledge
	
	

	Knowledge of a range of data mining and extraction techniques for manipulating and analysing data.
	X
	

	Excellent working knowledge of SQL 
	X
	

	Excellent knowledge of Business Intelligence & Analytics reporting tools (i.e.: SAP Crystal Reports/SAP Business Objects/IBM Cognos Analytics/Power BI)
	X
	

	Understanding of the importance of providing quality support services.
	X
	

	Excellent Knowledge of Advanced Microsoft Excel 
	X
	

	Knowledge and understanding of the legislation and regulations relating to data. For example, Freedom of Information Act and GDPR.
	X
	

	Knowledge of data quality principles and best practise.
	X
	

	Excellent working knowledge of relational databases and their architecture.
	X
	

	Excellent Knowledge of GIS software
	
	X

	Experience
	
	

	Proven experience of developing and maintaining management information systems/ relational databases.
	X
	

	Proven experience of using a range of analytical tools to extract, analyse and report data, such as SAP Crystal reporting/MS Excel, or Dashboard reporting software such as Power BI.
	X
	

	Administration experience of Customer Relationship Management systems.
	
	X

	Experience of providing leadership and/or supervision in a team environment.
	X
	

	Experience of working with and influencing senior managers at Head of Function level or equivalent.
	
	X

	Public Sector experience.
	
	X

	
	
	

	Personal Effectiveness
	
	

	Ability to effectively plan and prioritise workloads.
	X
	

	Ability to produce policies and procedural documentation to a high standard.
	X
	

	Ability to analyse complex data and information and to prepare and present clearly using a range of IT software packages
	X
	

	Ability to present clear advice, guidance or proposals either verbally or in writing.
	X
	

	Ability to anticipate, identify and find solutions to problems.
	X
	

	Ability to work on own initiative with the minimum reference and supervision, as well as being able to work as part of a team.
	X
	

	Flexible and adaptable.
	X
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