
LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
Designation: Synergy Coordinator 


Grade:
 PO4
Reports to: Access and Inclusion Manager 

Grade:
 PO8
 
Department: Children and Young People

Section: Access, Inclusion and 








Participation
Main Purpose of the job:  
1. Lead on and provide an advisory role in relation to the Synergy Improvement Plan
2. Support in the development, maintenance and support of users of the Synergy system across the CYP directorate and maximise the use of ICT in the service, in order to improve performance and safeguard children.
3. To lead on developing and promoting good/best practice within Lewisham business users through encouraging/developing local and cross business user protocols.

4. To be responsible for the import of an extract and of School Census data via the Performance Team and any weekly data collections from schools into the pupil database (Synergy).  
5. To develop and implement efficient ways to manage quality assurance, organise, store and analyse Synergy data with attention to accuracy, security and confidentiality.
6. To manage and resolve data quality issues arising from the imports into the Integrated Synergy database and related School Census issues.
7. To ensure that information flows timely and securely to enable services within the Directorate to manage workloads effectively.
_______________________________________________________________________
1. PERSONAL DUTIES
1. Lead on the Synergy improvement plan to: 

· provide advice and expertise in relation to Synergy modules from the business perspective;

· Support Business Managers in identify training and development needs across the relevant directorates  for Synergy users from a business perspective;

· ensure effective communication between Synergy Business users and the Strategic Board;

· share best practice from a business perspective from other LAs to the Synergy users and the Strategic Board;  

· support the implementation of the Synergy improvement plan from a business perspective. 

· Working in collaboration with ICT and Performance Teams to maximize the use and development of technology to support local and pan London business requirements.

2. Line manage Data Quality Apprentice to ensure effective service delivery.   

3. Coordinate and liaise with the Synergy Business Users for any cleansing work that needs to be done by the business from the front end.

4. Coordinate and liaise with schools in Lewisham (80 schools in total), that provide the Council with pupil data, to ensure that the child information on the central database matches exactly with that on the school MIS systems.

5. Coordinate scripts and obtain authorisation Servelec before implementing all data cleansing from the back end for areas of the business that is not covered in the contract with Servelec. 
6. Coordinate the testing across business areas and support the resolution of issues arising from all upgrades of the Synergy suite prior to them being installed into the Live environment. 
7. Liaise with Servelec and the Shared Service to resolve technical issues. Liaise with Servelec throughout the cleansing process to ensure:
· Servelec have all the access it needs to view the data.

· Servelec have all the data it needs e.g backups of the database.

· Sign off of the data through the different stages of cleansing.

8. Oversee the resolution of duplicate records other data quality issues arising from statutory data collections processes and rectifying any data import issues from schools and/or other import process (eg the pan London admissions exchange). 

9. Provide an advisory and support role regarding the data collection processes and managing child level data, in order to meet schools, Business user’s and services information needs. 

10. To oversee the extraction of child/pupil/parent data from the system to monitor the effectiveness of the data cleansing process using exception reports to compare the data for any anomalies.

11. Create and enforce policies for effective data management.
12. Formulate techniques for quality data collection to ensure adequacy, accuracy and legitimacy of data (e.g. dip sampling).
13. Devise and implement efficient and secure procedures for data handling and analysis with attention to all technical aspects. 

14. Establish rules and procedures for data sharing with senior management, external stakeholders etc.

15. Support others in the daily use of data systems and ensure adherence to legal and company standards.
16. Assist with reports and data extraction from Synergy when needed.
17. Monitor and analyse information and data systems and evaluate their performance to discover ways of enhancing them (new technologies, upgrades etc.)

18. Ensure databases (currently Synergy) and archives are protected from security breaches and data losses.
19. Coordinate training packages from the supplier (Servelec) for effective data management, and day to day use of the system to business users within Lewisham ensuring that each business area uses and maintains their specific module(s) efficiently and to its full potential.

20. Identify and take responsibility for specific projects related to the post, and its area of work.

21. Undergo training relating to the team’s and the Directorate’s work.

22. Carry out other duties as required, within the scope of the post.
23. Carry out the full responsibilities of the post with due regard to the Council policies and procedures, in particular: equal opportunities, customer care, Information Governance, Data Protection, Safeguarding and Health and Safety policies and procedures. 
Internal contacts

Other service users, Headteachers, senior support staff; Lewisham’s ICT the Shared Services, All other Council services.

External contacts

Servelec, DfE, other LAs; and other local non-maintained schools and working groups.

Number of fully managed staff:

Title:





Grade


No of posts

Data Quality Apprentice


APP


1

Number of partially managed staff:

Title:





Grade


No of posts

PERSON SPECIFICATION
	JOB TITLE:
	Synergy Coordinator
	POST NO:
	

	
	
	
	

	DEPARTMENT:
	Children and Young People
	GRADE: PO4
	


The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.
Those categories marked 'S' will be used especially for the purpose of shortlisting.
If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

ESSENTIAL
REQUIREMENTS


CATEGORY

1.
Job related knowledge/aptitude/skills


Knowledge:
· Excellent knowledge of data quality and data management issues involved in managing data about children any young people.







S
· Excellent understanding of data administration and management functions (collection, analysis, distribution etc.).








S
· Good understanding of structured query language (SQL).




S 

· Up-to-date knowledge of technology, including best practice use of the Synergy/Servelec pupil database.









S
· Understanding of CYPS within a local authority setting.

Aptitude:
· An analytical mindset with problem-solving skills.
· Eye for detail and accuracy. 

· Ability to understand business needs. 

· Proven ability to interpret and implement policies and procedures within a legal framework.

Skills:
· Have a good report writing skills using high levels of technical expertise such as SQL.












S (T)
· Strong analytical and organisational skills. 

· Excellent written and verbal communication skills, the ability to write with clarity to a range of audiences. 









S (T)
· To be able to liaise and engage with schools.

· Excellent communication skills: talking, listening, report and letter writing skills. 

Excellent organisational skills.
· Excellent problem-solving skills.
· Excellent attention to detail.
2.
Experience:

Good familiarity with modern database and information system technologies
· Proficient in MS Office (Excel, Access, Word etc.). 





S
· Excellent experience of databases and spreadsheets with the ability to interrogate, extract and manage data within databases (SQL/Access).





S
· Proven experience as data manager and management systems.



S 
· Experience of working cooperatively in a team.





S
3.
General Education:

· A high level of literacy and numeracy 

· Extensive experience working with databases
 

4.
Personal Qualities:
· Ability to deal with a variety of people in a sensitive way whilst ensuring confidentiality.
5.
Circumstances:

·     Ability to work some evenings and weekends if required.


6. Physical:

·     Generally must meet LBL requirements for the post.
7.
Equal Opportunities

·     Commitment to implement the Council’s Equal Opportunities.
 



S
·     Awareness of Equal Opportunities issues in relation to staffing and service provision.
            S

