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	Job Title:
	JBG Team Member

Database Support 
(Fixed Term)
	
	Ref No:
	Dat25208


	Salary:
	£10.90ph
	
	Location:
	Glasgow, City Wide



	Hours:
	Full Time (35hrs) typically 
9am-5pm; Mon-Fri
	
	Contract Duration
	Up to 26 weeks

	Overview:

	Jobs & Business Glasgow are excited to announce a new Transitional Employment programme and   provide valuable support to residents of Glasgow City.  
The programme will create fixed term employment opportunities up until 26wks. The opportunity is open to unemployed Glasgow residents, actively looking for work and registered with JBG. 
Jobs & Business Glasgow is responsible for promoting a full range of services to unemployed customers and business support across Glasgow. We’re looking for the right candidate who can work in a in a busy client database systems service. 

Database Support Team Member will report directly to JBG Database Officer and will assist with many aspects of the day-to-day workload. while ensuring that this new opportunity provides a valuable contribution to the organisation
Hours of Work:  Monday to Thursday 9am to 5pm.and Fri 9am-1pm
The primary purpose of the role is to ensure that the organisation’s central database is an effective and accurate tool to input and report on the work undertaken and completed by staff within the organisation. Support the organisation and delivery of a continuous Hanlon Training programme to new and existing users is a major constituent in achieving this goal, as is the policing of adherence to database usage conventions.

· Be an additional point of contact for all database users who may require assistance in anything from login requests and basic usage information through to the compilation of project performance monitoring and critical funding reports.

· Support and ensure we maintain the integrity of the organisation’s dataset, and, through ongoing support to Database Officer, in liaising with the organisation’s database developers, ensure compliance and compatibility with our citywide database.

Key Responsibilities:
· To support the provision of ongoing database user support, by phone, email and in the workplace, and advocacy of “best practice” and adherence to usage conventions.
· To ensure ongoing compliance and compatibility with the citywide database
· To support and evaluate developments required to enhance the functionality of the database.

· To generate performance reports and narratives for the company’s employability programmes to support performance, and claims.
· To highlight performance issues identified by data analysis.

The ideal candidate will demonstrate a flair for numbers, accuracy and can deal with assigned tasks and have experience within the following: -
· Demonstrating a track record in a previous database and office environment. 
· Can plan, organise, and complete work within a set time 
· A high degree of data entry accuracy, interpersonal and communications skills with the ability to deliver an exceptional and professional service.
· Good literacy and numeracy skills
· Good IT skills and working knowledge of Microsoft Word/Excel
· Can effectively follow GDPR (security/audit procedures)
Successful applicants will be offered a paid work placement up to 26wks and will earn a weekly wage, holiday entitlement and other employee benefits. Successful applicants will require a bank account/credit union account (in their own name). Wage paid weekly (one week in arrears). 
To take part in this opportunity availability is required on the anticipated dates: -
Advert Go Live Date                                     Fri 16th June 2023

Application Closing date:  

     Fri 30th June 2023 (by 12noon)
JBG Pre-Screening                                       Mon 10th July 2023
Job Interviews:



     Thurs 13th July 2023
Outcome of Interview:


     Mon 17th July 2023  
JBG Induction                                               Mon 24th July (am)
Job Start Date:



     Mon 24th July (pm)

Job Location:



     City Centre Location/and Home Working 

	How to apply:   

	Applicants must be registered with JBG 
Applicants must be submitted to Hanlon Ref Number __Dat25208_________    
CV’s to be saved here: G:\_5. STRATEGIC PROJECTS\1. 2023-24 ILM Recruitment Folder\JBG Database Team Member\Cv's


	JBG Contact:
	Robert McCluskey
	Phone Number:
	0300 123 2898 

	Email Address:
	Robert.McCluskey@jbg.org.uk 


	Closing Date: 
	30/06/2023 – 12noon 
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