
Appendix 1:

Job Title: CHARMS Administrator


Reporting To:  BtB Senior System Analyst
Location: Remote Working

Role Purpose:

The primary focus on administration, accuracy of data migration, auditing, staff and foster parent support and training. The post holder will report to the Senior System Analyst and produce reports on the progress of the roll-out and continual progression of the system. 

About By the Bridge:  

By the Bridge with Cambian is an innovative, dynamic, independent fostering organisation providing high quality foster care and services to children and their foster families. We aim to create an environment where people feel valued and can grow, develop and achieve their goals.  We work to ensure that By the Bridge with Cambian is a fun place to be, where people are treated fairly and rewarded well for the work that they do.
Key Responsibilities 

· Supporting the production and continual progression of companywide procedures for CHARMS processes.  Including maintaining the various look up lists and reports linked to operational policies and procedures in consultation with the Quality Assurance Team and Senior System Analyst.

· Oversight of the auditing of data across the business and production of audit procedure to ensure future compliance.

· Supporting the Senior Systems Analyst with regular audit of records to check the integrity of data and spot the reasons for any gaps in associated business processes, where applicable.

· Collation of general requests from across the organisation in relation to changes and reporting requirements.

· Creation and De-activation CHARMS user accounts and updating user permissions, as required.

· Lead contact for the coordination of training to staff and foster parents for on-boarding, training and support including changes and new features with the support of designated super-users and/or champions.

· Assistance with the implementation and documentation of any future system improvements.
· Managing the file read requests from external IFA\LA’s; collating documents into a secure area, chasing for references and presenting via Egress workspace.
Administration and Business Information

· Ensure compliance with the CHARMS and other systems as required to ensure that the accuracy records 

· Actively identify performance and report data trend patterns 

· Provide accurate and timely reports as required

· Keep all confidential data secure in line with wider groups policy and procedures

General Responsibilities

· To act as a positive ambassador for the organisation, building relationships, demonstrating professional conduct and discretion at all times. 

· To work in accordance with By the Bridge with Cambian policies and procedures.

· To contribute to the culture of By the Bridge with Cambian.

· To adhere to responsibilities under data protection, health and safety legislation and policies.

· To demonstrate a positive commitment to equalities and diversity.

· To undertake such other duties as may be reasonably expected or commensurate with your role.

Person specification

Essential

· Excellent communication skills and ability to work with all levels of stakeholders internally and externally

· Completion of the CHARMS Super-User Training

· Strong IT skills, specifically Microsoft Word, Excel and Outlook with previous experience of working with databases and IT Systems

· Ability to multi-task and prioritise

· Experience in a high-pressure environment

Advantageous

· Fostering knowledge and previous experience in a placement team

· Background experience working in IT
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