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Job Title: 
 

 
Information Research Officer & Data Analyst 

 
Post Number: 
 

 
PO 2516 

 
Division/Department/Section: 
 

 
Office of the Police & Crime Commissioner 

 
Line Manager  
 

 
Chief Executive PO2016 

 
1. PURPOSE 
 

 
To provide professional advice, support and guidance to the Police & Crime Commissioner and 
staff of the OPCC to assist in ensuring that the PCC effectively discharges their statutory roles 
and responsibilities.   
 
To undertake research, analysis and interpretation of relevant police performance data and 
evidence gathering relating to crime, community safety and criminal justice in order to inform the 
work of the PCC and as a resource to the Office of the PCC. 
 
To ensure that the views of the PCC and the Office of the PCC on key policing issues are properly 
represented at a national level. 
 

 
2. POSITION IN THE ORGANISATION 
 

 
 

 
 
 
 

 
 Job description / person specification 
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3.  MAIN RESPONSIBILITIES 
 
 (INPUT) (OUTPUT) 

 
Undertake research to inform and develop the 
strategies and policies required by the PCC 
across the full range of the Police and Crime 
Commissioner’s business areas and in support 
of the broad agenda for PCC’s conferred by 
the Police Reform and Social Responsibility 
Act 2011.  

 
Ensure that the relevant PCC strategies and 
policies are well informed and that the PCC 
and OPCC staff are informed about relevant 
national and local developments having an 
impact on these areas. 

 
Support the implementation of the PCC’s 
strategies and policies as required and 
maintain the necessary arrangements for their 
monitoring and review. 

 
Ensure that the relevant strategies and policies 
are effectively implemented, kept updated and 
applied. 

 
Provide professional advice, updates and 
briefings to the PCC, Chief Executive and 
OPCC colleagues as required as a service to 
the overall Office of the Police and Crime 
Commissioner.   

 
Support the PCC in discharging their statutory 
responsibilities by ensuring that the PCC, Chief 
Executive and OPCC colleagues are fully 
briefed and kept up to date about key issues 
and developments.  

 
Undertake analysis and interpretation of police 
performance data and the production of timely 
associated briefings to the PCC, Chief 
Executive and OPCC colleagues. 

 
Ensure that the PCC, Chief Executive and 
OPCC colleagues are well briefed and kept 
fully informed on police performance, including 
key successes or concerns and emerging 
trends to support the PCC’s role of holding the 
Chief Constable to account. 

 
Provide high quality and timely responses on 
behalf of the Office of the PCC to consultations 
by the Home Office, other Government 
Departments and other relevant bodies, having 
consulted appropriate colleagues and 
organisations. 

 
Ensure that the Dorset PCC’s views are fed 
into national consultations and debates so the 
policies can be shaped and influenced and our 
views are respected. 

 
Write and assist in drafting papers and reports 
for relevant meetings. 

 
Ensure that relevant information and data is 
effectively communicated for meeting 
participants. 

 
Review and interpret internal and external 
reports and material arising from internal and 
external audits, HMIC inspections and other 
relevant reviews. 

 
Ensure that the PCC, Chief Executive and 
OPCC colleagues are well informed on audit, 
inspection and review findings and their 
implications. 

 
Provide support as required to the handling 
within the Office of the PCC of enquiries and 
complaints from members of the public. 

 
Ensure that enquiries and complaints are 
handled effectively and in a timely and 
responsive manner. 

 
Undertake a co-ordinating role within the Office 
of the PCC with regard to Data Protection and 
Freedom of Information issues and liaise with 
relevant Force colleagues. 

 
Ensure that any matters relating to Data 
Protection or Freedom of Information are 
handled effectively and expediently.  

 
Provide support as required to the general 
maintenance and development of the PCC’s 
website and contribute information and 
material to the website. 

 
Help to maintain an effective website provision 
as a key information and communication tool 
for the PCC.  
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Develop and maintain a network of 
relationships with a wide range of internal and 
external stakeholders, including colleagues in 
similar roles elsewhere. 

 
Ensure that information, research and data 
analysis activities are fully informed by the 
views of others and the facilitation of sharing 
information, best practice and benchmarking 
with others. 

 
Any other duty that is considered to be 
reasonable for this post to carry out. 
 
 

 
Completion of duties to meet the needs of the 
police service that may be in addition to the 
above main duties but are deemed a 
reasonable request. 
 

4. CONTACTS 
List the five main contacts, internal or external (other than Manager), which the post-holder would 
regularly deal with in the course of their work. 

 

1. 
 

PCC, Chief Executive  and officers of the OPCC  

2. 
 

Dorset Police officers and staff 

3. 
 

Information, Research and Data Analysis colleagues from other organisations and areas 

4. 
 

National PCC Representative Bodies 

5. 
 

Members of the public and community contacts 

 
5.  SPECIAL CONDITIONS/ADDITIONAL INFORMATION  

 
 

 
6. HEALTH MONITORING 
 

 
N/A  

 
7. VETTING 

 

Standard 
 

8. POLITICALLY RESTRICTED POST 

 
Yes  
 

9. TERMS OF APPOINTMENT  

 
This is a full-time (37 hours) post, within Scale H, commencing at £33,033, rising by annual 
increments to a maximum of £36,963. 
 
Office hours are 8.40am to 5.00pm, Monday to Thursday and 8.40am to 3.40pm on Friday, with 
40 minutes for lunch. The emphasis is on completion of work rather than hours performed, but 
clearly within the constraints of Working Time Regulations. 
 
Office hours are standard with the rest of the Force and the office is closed at weekends.  
However, the nature of the work is that it is not always ‘9 to 5’. The post holder would be 
expected to work outside normal hours if circumstances demanded this and would be expected 
to respond positively to out-of-hours requirements where necessary.   
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10. PERSON SPECIFICATION  
 

 
Essential Criteria 
 
 
Essential Qualifications/Specific Training/Alternative relevant experience, knowledge, skills which are 
required for this post 

 
 
Criteria to be 
measured 

 
Competencies Required 

 
Criteria A 
 

 
Education to degree level or equivalent, with two years post degree 
experience in a public sector organisation 
 

 
Criteria B 
 

 
The ability to work unsupervised – able to identify work that needs to be 
done and able to make sound decisions and produce solutions to problems 
 

 
Criteria C 
 

 
A knowledge and understanding of the development and implementation of 
policy and strategy within public authorities  
 

 
Criteria D 
 

 
The ability to understand and analyse complex information quickly, to give 
clear, concise and authoritative advice and able to negotiate and exert 
influence when required 
 

 
Criteria E 
 

 
Able to think laterally, for example to consider who might be affected by a 
draft policy and who should therefore be consulted about the policy 
 

 
Criteria F 
 

 
Highly developed written and oral communication skills with an ability to 
write clear and concise responses to consultations and draft policies 
 

 
Criteria G 
 

 
Excellent administrative and organisational skills including a capacity for 
multi tasking and the ability to work to tight deadlines 
 

Criteria H  Excellent IT skills including Microsoft Excel and other Microsoft office 
applications and the ability to interpret and present statistical and 
qualitative data 
 

 
Criteria I 
  

 
Able to work comfortably as part of a team  
 

 
Criteria J  

 
The ability to relate to and gain the confidence of people at all levels within 
the Office of the PCC and the Force and to develop networks  
 

 
Desirable Criteria 

 
 
Desirable Qualifications/Specific Training/Alternative relevant experience, knowledge, skills which are 
required for this post 
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Criteria to be 
measured 

 
 

 
Criteria K 
 

 

Understanding of the roles of the PCC in the broader policing, criminal 
justice and community safety landscape. Experience of working with 
members in a political environment 

 

 


