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		Job Title:
	Data Management Officer

	Section:
	Core Services

	Location:
	Orpington/Beckenham

	Hours:
	18 hours per week

	Responsible to:
	Data Quality Improvement Manager






	[bookmark: _Hlk127262790]Role Summary: 
Working with the Data Quality Improvement Manager (DQIM) this role will support colleagues to access and use our databases in an effective way.  This role will administer use of our StaySafe platform to support lone working. The role will also support organisation wide reporting providing data to the Service Leads and Senior Leadership Team as required.




	Key Responsibilities: 

Database support
· Manage end user access to Views, CharityLog, StaySafe and the volunteer database (to be brought online in 2026-27) including setting up accounts for new users, managing user groups and removing users when required, liaising with database providers where needed
· Be the first point of contact for database users to address their concerns
· As guided by the DQIM, set up, manage and maintain dashboards for service managers to monitor effectiveness of their services
· Run quarterly data quality checks on all databases to ensure data integrity, reporting findings to service managers for action
· Complete anonymisation of client data in line with the data retention protocol


	Lone Working System
· Work with the Data Quality Improvement Manager to ensure all staff requiring access are set up on the StaySafe system
· Support new staff to access training resources to enable effective use of StaySafe
· Administer the StaySafe online lone worker system
· Provide reports on StaySafe usage to managers

Data reporting
· Run quarterly reports on feedback received, outcomes recorded and discharge data for the Director of Operations
· Support DQIM with submission of data to the Mental Health Services Data Set
· Support ad-hoc requests for data from Heads of Service and Senior Leadership Team
Other
· Provide top up database training sessions for staff and volunteers as directed by the DQIM





	General Responsibilities:
· Work in line with SEL Mind’s Purpose, Vision, Values and Aims
· Positively represent SEL Mind, both internally and externally, and promote our work
· Comply with SEL Mind’s policies and quality frameworks 
· Promote understanding, awareness and positive attitudes towards mental health and dementia
· Promote equity, diversity and inclusion
· Attend and actively contribute to individual supervision and training sessions, team meetings and organisational events
· Perform other duties appropriate to the role
· Support, encourage and engage active service user and carer participation wherever possible
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