[image: image1.jpg]Helping homeless people




Information Officer  (CRM Systems – Salesforce In-Form and Donorfy)
	Job title:
	Information Officer 

	Responsible to:
	CEO

	Place of Work:
	Chichester, working across Stonepillow services in Chichester and Arun.


Job Purpose:
Stonepillow has several customer relations management tools. These include Salesforce In-Form and Donorfy. The Information Officer will be the systems expert within the organisation for CRMs in particular In-Form and Donorfy and lead on ensuring that our CRM systems are effectively supported, users trained regularly and required reports produced in a timely manner. The predominant focus would be on the Salesforce In-Form system which is used to undertake client caseload management and volunteer management. This system is a critical part of the business processes which ensures that our clients, volunteers, and staff are supported and managed safely and effectively to achieve positive outcomes. In addition the role will support the  Donorfy system and ensuring through training that a deeper understanding of the systems will be developed by the respective teams.

This role consists of managing the functions and processes such as planning, organising, controlling, coordinating, evaluating, integrating activities and systems for the organisation.

The tools hold a significant amount of data about individuals who are our clients, volunteers, and supporters.  The predominant purpose of the tools is to coordinate case work and to provide a useful demographic data for contract outcomes, informing strategic and operational priorities and managing risk. These tools also enable us to demonstrate the value provided through provision of our services, and social value provided by volunteering activities and better understanding the activity of our supporters in terms of their giving. 

Principal Duties and Responsibilities:

· To develop a deep knowledge and understanding of the CRMs and provide relevant training to staff on usage of the systems. Delivering training either on a one to one basis or in small groups.

· To enable effective extraction of information and data they hold by using reporting tools, setting up templates and producing reports for  internal and external stakeholders as required by the Senior Leaders Team (SLT). 

· To ensure that the CRMs are used effectively by staff who are responsible for data inputting. 

Operational support role:

· To issue and manage the distribution of IT equipment to staff and ensure they can use it effectively.

· Provide a first point of contact for advice relating to usage of the system or system issues. (help desk)

· Being the contact point for reporting any IT equipment issues or problems and liaising with the IT Technical contractor to ensure timely response and solutions.

· To coordinate new starter access of In-Form by setting them up with all the required passwords and access requirements

· To provide system user training to all front line staff and managers

· To produce and provide guidance on how the system can be interrogated to produce data required by users including management reporting.

· To monitor usage of the system and provide reports as required by management to identify any issues, barriers or compliance issues relating to quality and accuracy of data.

Strategic role:

· This includes undertaking a review as to the effectiveness of the Salesforce In-Form system and make recommendations in collaboration with the Head of Client Services, Head of Quality and Performance and the managers as to how the system can be improved by   coordinating development, enhancement or remodelling of the data fields or structure. 

· To ensure the preparation of IT reports to CEO, SLT and Trustees as directed. 

IT Security and compliance:
· To oversee the secure management of data in the organisation in accordance with Data Protection legislation. 

· To work with relevant members of the senior leadership team relating to any data breaches. 

· To lead on work which requires any information sharing protocols which are required between stakeholders  and Stonepillow with regard to the In-Form system data. 

· To be the systems expert within the organisation for CRMs in particular In-Form and Donorfy.
Compliance with Organisational policies and regulatory requirements:
· Abide by Stonepillow policies and procedures and regulatory requirements at all times and in particular:

· Health and Safety

· Quality Assurance Policy

· Adult and Child Safeguarding

· Professional Boundaries

· Duty of Care

· Confidentiality, Information Sharing protocols and General Data Protection Regulations.

· Ensure all service policies and procedures are regularly reviewed and well embedded and coproduced with clients and team members.

· Play an active part in the development and implementation of Organisational wide policies and procedures.

Equality and Diversity

· Promote and embed a proactive approach to equality and diversity – by attitude, example and approach.

· Demonstrate respect for diversity and compliance with Stonepillow’s Equal Opportunities Policy and relevant legislation.

· Undertake equalities impact assessments and reviews.

· Active involvement and creation of equality and diversity practices.

General

· Maintain personal development and career aspirations including participation in 1:1 Sessions with your line manager, appraisals, reflective practice and training. 

· Engaging and actively participating in your own and your teams Performance management annual review process

· Undertaking an ‘On Call’ out of office hours Management cover on a rota basis.

· Undertake any other duties as may be required from time to time commensurate with your role and capabilities.

· Creating and/or sustaining positive working environments, recognising achievements, and celebrating successes.
· Always maintain the ethos, values and behaviours of Stonepillow.
Confidentiality

All Stonepillow employees and volunteers are required to maintain strict confidentiality in accordance with the Stonepillow confidentiality agreement.  Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under the Disciplinary Procedure.

Other Duties

To undertake any other reasonable duties that may be requested from time to time by Stonepilliow Senior Leadership Team.
This job description covers the current range of duties and will be reviewed from time to time. It is Stonepillow’s aim to reach agreement on changes, but if agreement is not possible, Stonepillow reserves the right to change this job description.

Appointment to this post is subject to a satisfactory basic disclosure via the Disclosure & Barring Service.  You will be a car driver with daily access to a car to travel to services. 
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