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Job Title
: 
Performance, Information and Research Officer 



Post Number : 
Service/Section
:
Leicester-Shire and Rutland County Sport Partnership

Grade
:
10
Base/Location
:
Leicester-Shire and Rutland Sport Offices, Loughborough 

University, Loughborough, Leicestershire .
Responsible To
:
Leicester-Shire and Rutland Sport (LRS) County Sport 


Partnership (CSP) Director 
Responsible For
:
LRS Performance Management Reporting , Research and Information/Knowledge Dissemination  / Me and My Lifestyle Research and Data Tool
Liaison With
:
Officers and Partners and Key Stakeholders of Leicester-Shire and Rutland Sport, regional and national agencies
Job Purpose
:
To lead on the co-ordination of the Research and Performance Management functions, systems and processes  of LRS. To lead on the development of the Me and My Life Style research and data tool.


Using a range of communication tools and mediums, gather, assimilate and disseminate relevant knowledge and information,  to support  the LRS Team and key partners / stakeholders to enhance the work of Leicester-Shire and Rutland Sport. Be responsible for disseminating new or changes to relevant national and regional policy to LRS management team
MAIN DUTIES AND RESPONSIBILITIES :
PERFORMANCE MANAGEMENT /REPORTING

1. In conjunction with the relevant  Project officer ensure that LRS meets it Performance Reporting targets in relation to grants and funding e.g. Community Sport Coach Scheme, Competition Managers, Step Into Sport, Youth Games etc.

2. Maximise web based systems  for data collection to maximise the efficiency of our Performance Reporting to funding bodies and partners.
3. Be responsible for the design and implementation of electronic and web based systems and solutions for data collection of data to maximise the efficiency of LRS reporting and delivery of projects and programmes  
4. To manage annual LRS Performance Management Partner Survey, analyse results and produce the relevant reports for leadership and core team. Utilise other performance management tools to analyse the performance of LRS core team and activities and make recommendations for the LRS improvement plan. 
5. Lead on the design and supervision of data collection systems to record equity based sport and physical activity participation data. Advise on gaps in provision and assist on sports participation intervention plans across the Leicester, and Leicestershire and Rutland area.

.
RESEARCH & INFORMATION MANAGEMENT 

6. In conjunction with the Marketing and Communications team assist with the production of the LRS Annual Report , key to this will be the collation  and shaping of  performance information/data in order to utilise it within our published document.
7. Lead on the design, development and delivery of sport and leisure based on line project planning tools for LLR local authorities as part of the local strategic commissioning processes.
8. Lead on the development and delivery  an Active People/Active Places  dissemination strategy to ensure that this data is used  improve local target setting by our  Local Sport Alliances.

9. Provide concise information to key partners and targeted networks and assist in the provision of regular email news alerts and the management of mailing lists.
10. To support the development  and assist in maintaining the content of the Leicester-Shire and Rutland Sport  website in relation to Performance Management and Information sharing with a focus on further developing our electronic information library.
11. To produce and maintain briefing notes that inform CSP staff and partners of key initiatives and issues particularly in relation to new policy and initiatives.
12. To pro-actively support the development of links to Higher Education institutions particularly Leisure and Sport Policy teaching and research programmes, with a focus on  linking research proposals identified from within the CSP with under/post graduate students looking for appropriate topics.
13. To support the recruitment and to supervise temporary graduate placements recruited  to assist with performance management and research roles for LRS

14. To attend and represent LRS interests at regional forums and meetings in relation to performance management and research activities
Me and My Life Style

15. To lead and co-ordinate the design, development and delivery of the Me and My Lifestyle research and data tool.

16. Co-ordinate the communications, training, and marketing of the tool to schools across the UK as part of the national pilot and subsequent service
17. Engage with the key stakeholders (Loughborough University, Sport England, and other nominated bodies) to produce new survey tools and  products as part of the Me and My Lifestyle survey data tool development
18. Be aware of and committed to the equal opportunity/safeguarding principles and practices adopted by LRS.

19. To comply with all relevant health & safety policy and procedures as adopted by Leicestershire County Council and LR Sport 

20. To undertake the role as a Local Sport Alliance (LSA)  link officer to provide support and guidance to the development of one of the LRS partnerships
21. Undertake other duties commensurate with the skills and experience of the post holder.

Key Contacts
· LRS Board members 
· LRS Sports Development Managers and staff

· Sports College and School Sport Partnership Staff

· Other Schools Sport Partnership Staff within Leicester-Shire and Rutland
· County and Regional Development Officers for National Governing Bodies

· Local Authority Culture, Leisure and  Sports teams
· Sport England and other national and regional sports organisations

Loughborough University and other higher education academic institutions
SPECIAL FACTORS :

Subject to the duration of the need, the special conditions given below apply :

(a)
The nature of the work may involve the post holder carrying out work outside of normal working hours.

(b)
The post holder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.

(c)
Expenses will be paid in accordance with the Local Conditions of Service.


(d)
This post is subject to a check being carried out at a Standard level by the Criminal Records Bureau regarding any previous criminal record.

(e)
The post holder must be able to travel independently throughout the LRS area .

Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Disability Discrimination Act 1995 to accommodate a suitable disabled candidate.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.
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Service/Section : Leicester-Shire and Rutland County Sports Partnership
Job Title : Performance, Research and Information Officer
Post Number : x
Grade : 
	
	Essential


	Desirable
	How Assessed

	Qualifications

Educated to degree level in a related discipline ( course to have included Research Methodology and/or Analytical Skills) or the ability to demonstrate substantial  experience and ongoing continuing professional development.
Educated to post graduate level in Performance Measurement/Management, Research , Policy Development  or a related discipline. 


	(
	(
	Doc/Int

	Experience 
Proven experience in a performance management, policy, sports or an education development environment..
Partnership working and engaging stakeholders in joint working on complex projects

Proven experience of providing development support and advice to a range of partner organisations in relation to Performance Management/Reporting and  Information and Knowledge Management. 
Experience of project or programme management.
Experience of developing and using Computer Software programmes such as TEN. 

Track record of achievement in research methodology (quantitative and qualitative), project appraisal, monitoring and evaluation.
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(
(
(
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	App/Int

App/Int
App/Int

App/Int/Test

App/Int



	Knowledge & Understanding 

Knowledge of 
performance management processes.
Understanding of change management.
Knowledge of the National Governing Body of Sport (NGBs) , School Sport or Community Sport environment. 
Knowledge and understanding of the sport development process and national direction.
Knowledge and understanding of the structures and workings of county sports partnerships and school sport partnerships.
Understanding of sports performance structures and pathways.
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(
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	App/Int

App/Int

App/Int
App/Int
App/Int
App/Int



	Skills in

Research, analytical and problem solving skills.
Evidence of ability to understand and respond to new challenges and contexts.
Evidence of ability to achieve co-operation of others in order to secure organisational objectives.
Ability to communicate technical issues clearly.
Ability to write and present complex material in a variety of contexts so that it is readily understood.
Ability to use office ICT systems (word processing, spreadsheets, 

e-mail).
Ability to prioritise tasks/work  and act on own initiative.
High level ability in Microsoft Excel
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	Int/Pres

Int

Int

Int/Pres

App

App/Int

App/Int
Test

	Motivation for

Producing high quality work. 


	(

	
	Test

	Interests relevant to

Policy development, research, marketing and communication.


	
	(

	Int/App

	Attitude and Temperament

Demonstrates professionalism at all times.
Has the ability to work on own initiative.

	(
(

	
	Int

Int/App

	Appearance & Health

In good health and dresses appropriately  for a professional environment. 


	(

	
	Med/Int/App

	General Circumstances

Is able to travel around the County economically.

	(

	
	Int/App



	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Disability Discrimination Act 1995.




App = Application Form
Test = Test

Int = Interview
Pre = Presentation
Med = Medical Questionnaire
Doc = Documentary Evidence (E.g., Certificates)
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