[bookmark: _GoBack]JOB DESCRIPTION: Business Infrastructure Manager

MAIN PURPOSE OF POST
This post supports the infrastructure of Birmingham and Solihull Women’s Aid, managing the organisation’s back-of-office functions including administration and information technology. It also runs the performance management functions of monitoring and performance analysis, providing agreed reports for Board, to SMT and stakeholders, whilst driving internal performance improvement and maximising the organisation’s reputation with key stakeholders.
DUTIES AND KEY RESPONSIBILITIES
1.  Performance management
· To provide robust data and analytical products for the management team.
· To be the first point of contact for internal and external data and performance management enquiries
· To satisfy the monitoring requirements of senior management team and funders by producing written, analytical, quantitative and qualitative reports.
· To utilise performance information to build positive relationships with key stakeholders
· To identify and interpret good practice and legislative changes that could impact upon the work of BSWA

2. Administration and Human Resources

· Managing a small team, using the staff support and supervision policy, ensuring that the administrative requirements of the organisation, senior management team and Board are met
· Ensuring the organisation meets statutory data protection and information security requirements

3. Information technology (IT)

· To develop and implement an IT strategy for the organisation capable of securing the IT requirements of the organisation for the next 5 years 
· Managing an IT officer, ensuring that the day to day IT requirements of the organisation are met including case management (On-Track or equivalent)

4. Communication:
· To ensure that all staff team members are aware of any matters that are relevant to the welfare and security of the refuge, staff, volunteers and service users by:
1. maintaining BSWA communication records
1. following safety procedures
1. carrying out risk assessments in conjunction with your line manager 
1. attending appropriate team and project meetings including management team meetings
1. attending and reporting to Senior Management Team meetings as required
· To attend training relevant to the post in agreement with your line manager.
· To attend support and supervision sessions with your line manager.

5. General:
· To maintain the confidentiality of all service users and staff. 
· To maintain confidentiality in all matters relating to the organisation.
· To offer an equal service to all women and children regardless of age, class, culture, language, race, religion and sexual orientation.
· To maintain a general awareness of the issues surrounding domestic violence on a national and local level.
· To ensure the efficient use of resources at all times.
· Provide an effective basic administrative service, including telephone duties, management of post, maintenance of the fire registers and providing hospitality.
· To work within BSWA policies and procedures and demonstrate a commitment to the values and ethos of BSWA.
· To work within BSWA’s framework for equal opportunities and anti-discriminatory practice.
· To participate in the development and annual appraisal of a personal individual development plan with the line manager.
· To undertake any other duties required by BSWA, which may arise incidentally, develop, or be assigned commensurate with the post.



PERSON SPECIFICATION: Business Manager

EXPERIENCE
Essential:
· Management experience
· Experience of managing and communicating performance data and information
· Experience of managing case management and data tools 
· Experience of using a range of computer packages for the purpose of performance management
· Experience of managing the IT requirements of a service organisation
· Experience of staff training

SKILLS & ABILITIES
Essential:
· Ability to manage staff
· Ability to produce high quality, written, analytical and strategic products
· Advanced IT skills, particularly excel
· Ability to communicate with a range of internal and external stakeholders
· Ability to train staff in the use of IT systems
· Ability to work on own initiative and prioritise work, work to tight deadlines and respond to urgent unplanned demands


KNOWLEDGE
Essential:
· A thorough understanding of, and sensitivity to, the issues relating to violence against women and children
· An understanding of the significance of performance management data to an organisation
· A sound working knowledge of principles, practices and systems of information management
· Understanding of legislation appertaining to data protection and sharing of information
· A sound working knowledge of Windows based software packages, including word processing, spreadsheets, databases, electronic mail, and the internet. 
EDUCATION/TRAINING
· Degree level or equivalent
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