VALLEY HOUSE

MONITORING AND EVALUATION OFFICER

JOB DESCRIPTION

	Job Title:
	Monitoring and Evaluation Officer

	Responsible to:
	Director of Operations

	Responsible for:
	N/A

	Conditions of Service:
	40 hours
25 days annual leave per annum

Public holidays

Plus, pension contribution to Valley House stakeholder pension scheme

	Salary:
	£18,206 per annum

	Location:
	Bell Green, Coventry


Main Purpose of Job:
· Lead on the ongoing management and development of the Valley House case management systems
· Ensure all staff are fully supported in using the data base
· Ensure all current and new service monitoring and reporting requirements are fully captured by the case management systems
· Provide reports as and when requested by the Senior Management Team and the Board, ensuring compliance with the Data Protection Act 

· Support the ongoing development and review of the internal outcome’s framework
· Implement and review service project plans

· Conduct research projects

Key Tasks and Responsibilities:
· Ensure that all current contract requirements and internal expectations in relation to data capture are built into the system
· Continuously develop the data base system in line with changing priorities and funding

· Develop and review data capture systems
· Ensure all data capture expectations for new contracts are mapped and integrated into the Valley House data and case management system
· Provide ongoing support and deliver training programmes for all staff in using the data base
· Work closely with the Director of Operations to review data, summarise reports and ensure quality control
· Support Service Managers in creating and running reports as needed for their services

· Work with the Senior Management Team and Service Managers to continuously develop the internal outcomes framework to allow robust collection and evaluation of the service user journey 

· In the absence of the administrators, cover reception, dealing with visitors and telephone calls
Corporate Responsibilities

· Adhere to all Valley House policies
· Ensure the effective implementation of Valley House Equality and Diversity policies

· Ensure the service user is at the heart of all service delivery and development

· Attend all meetings and training relevant to your role

· Act as an ambassador for Valley House

· To carry out other duties appropriate to the post as requested by your line manager or other manager or Board member

1. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail

2. Workers should not refuse to undertake any work, which is not specified in this Job Description, but they should record any additional duties they perform, and these will be taken into account when the post is reviewed.

3. Valley House is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to services.

4. Valley House is committed to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition. 

5. All posts at Valley House are subject to continued funding.

6. This job description may be subject to change by agreement from time to time to reflect the changing needs of Valley House and its funders.

PERSON SPECIFICATION

	EXPERIENCE

	Experience of databases and data collections systems, spreadsheets and word processing

	Experience of collating and interpreting data

	Experience of delivering training (1 to1 or group)

	

	KNOWLEDGE & UNDERSTANDING

	A working knowledge of confidentiality 

	An understanding of outcome frameworks

	An understanding and passion for the work of Valley House

	

	SKILLS AND ABILITIES 

	Excellent administrative and time management skills

	Good verbal and written communication skills

	High level of numeracy skills

	An ability to work confidently on own initiative

	


Name: ……………………………………………………………………………………………………………
(Block Capitals)

Signature: ………………………………………………………………………………………………………

Dated: ……………………………………………………………………………………………………………
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