
 

 

 
Overview 
The Information & IT team is part of HMI Probation’s Operations Directorate and has 
responsibility for information management and reporting systems, ICT support and enabling 
process improvement. 
The core function of this role is to ensure that all our inspections are supported through the 
provision of timely, relevant and accurate advice, information and quantitative/qualitative 
data. 
This post is based in Manchester. 

Key requirements of the role 
 Providing information management and reporting support for inspections and 

operations management 
 Developing datasets to inform inspection activity 
 Developing and maintaining all inspection data collation templates 
 Collating and validating inspection data, maintaining datasets and the accompanying 

data dictionaries 
 Working with others to develop, produce and disseminate management information 

reports to support inspections and operations management 
 Monitoring and reporting on inspection feedback surveys (staff, service users, 

partners) 
 Building and maintaining relationships with data owners in criminal justice and other 

agencies to support access to relevant information 
 Ensure that the way we operate is fully compliant with Data Protection legislation, 

information assurance and data quality standards/requirements 
 Maintaining the organisation’s asset register, and an accurate record of inspection IT 

accounts and IT orders 
 Work with other members of the Information and IT team to identify and implement 

new software solutions to support operational processes and communication, 
information management and reporting 

 Provide support for a fleet of standalone laptops/tablets (Windows 10 and Office 365) 
 Occasional travel may be required with the potential to stay overnight 
 Recognise and promote diversity issues in all aspects of work 

 

 

 

 

 



Person Specification - Success Profiles 

Behaviours 
Changing and Improving  
Regularly review own and team’s work and take the initiative to suggest ideas to 
make improvements. Give feedback on changes in a constructive manner. Take a 
positive, open approach to the possibility of change and encourage others to do the 
same. Identify and act on the effects changes are having on your role and that of the 
team. Look for ways to use technology to achieve efficient and effective results. 
Consider accessibility needs of the diverse range of end users. 

Making Effective Decisions  
Take responsibility for making effective and fair decisions, in a timely manner. 
Analyse and research further information to support decisions. Talk to relevant 
people to get advice and information when unsure how to proceed. Explain how 
decisions have been reached in a clear and concise way, both verbally and in writing. 
Demonstrate the consideration of all options, costs, risks and wider implications, 
including the diverse needs of end users and any accessibility requirements. 

Developing Self and Others  
Identify gaps in own and team’s skills and knowledge. Set and consistently meet 
development objectives. Seek learning opportunities. Support the development plans 
of all colleagues, recognising how diversity of experience/background can help to 
build an inclusive team culture. Consider the contributions of all team members and 
delegate work to aid the learning and development of all. Encourage and listen to 
developmental feedback from colleagues. 

Managing a Quality Service  
Work with customers to understand their needs and expectations. Create clear plans 
and set priorities which meet the needs of both the customer and the business. 
Clearly explain to customers what can be done. Keep colleagues and stakeholders 
fully informed of plans, possibilities and progress. Identify common problems that 
affect service, report them and find possible solutions.  

Delivering at Pace  
Regularly review the success of activities in the team to identify barriers to progress 
or challenging objectives. Follow relevant policies, procedures and legislation to 
complete our work. Ensure colleagues have the correct tools and resources available 
to them to do their jobs. Have a positive and focused attitude to achieving outcomes, 
despite any setbacks. Regularly check performance against objectives, making 
suggestions for improvement or taking corrective action where necessary.  

 
Ability 
Ability to use various technologies Essential 

 
Experience 
Experience of using Microsoft Office 365 applications Essential 

 
 
 
 


