
Everyone in a better place
Housing | Wellbeing | Community | Learning

Recruitment 
Pack



Recruitment Pack:
Systems and Business Information Manager

An exciting opportunity to join our team at Tyne Housing and our charitable 
subsidiary Ouseburn Farm. 

While confidence with information, communication technologies is important, it 
is equally important to be able to manage multiple projects to improve the way 
we use our systems, often with staff, customers and external contractors. 

This role comes as a result of our Strategic Plan identifying a significant 
investment in our infrastructure. In particular, we wish to improve all of our 
systems so that our ‘back office’ services run efficiently and we can 
demonstrate the positive impact of our work in the community and on the lives 
of vulnerable people.

You will be responsible for meeting a variety of needs across a business, 
including improving our use of ICT and taking a systems approach to improve 
staff and customer experience. There will be system administration duties (for 
instance we currently use specific software packages for financial accounting, 
specialist housing management software, customer outcomes) and we seek to 
make better use of the data that this generates and develop our 
understanding of organisation impact.  

You will need to take time to listen to your inspirational colleagues, develop 
ideas and solutions for the right processes and systems that will help them to 
deliver the best possible services - and you will need to use your experience 
and skills to manage multiple contracts and improvement projects. 

You will be part of the Corporate Management Team and report directly to the 
Director of Finance, and will work at all levels of the organisation. 

To support you in this role, you will manage an ICT Technician, who provides 
direct technical support to our staff, and will provide them with opportunities to 
develop their own expertise.

Our purpose is to help people get to a better place. If you think you can help us 
make a difference then we’d like to hear from you.



JOB PURPOSE

● Scope, specify and procure solutions to meet areas of business needs. ICT
may be just one of those solutions - you will take a systems focus rather than
solely ICT. The post holder will need to understand operational processes,
identify appropriate solutions and prepare a detailed specification to be taken
to the market.

● Project management to ensure successful review and improvements to
current systems or implementation of new systems; ensuring that training
and support is planned for staff, ensuring the roll out is resourced and that
the supplier meets milestones.

● Take responsibility for contract management of all relevant suppliers and 3rd
party providers, including connectivity, telephony, printing and copiers, cyber
security, for example, ensuring CCTV services meet business needs.

● Conduct a post implementation evaluation on whether we have met our
objectives, take rectifying actions where necessary and share learning from
the process.

● Be a budget holder for ICT equipment, and related accounts (e.g. telephony)
overseeing the asset list, planning ahead, and managing the purchase of
new equipment.

● Coordinate the regular review of all ICT dependent policies and procedures,
and provide advice to the organisation’s data protection lead on relevant
matters of GDPR.

● Support the investigation into contraventions of our ICT acceptable use
policy and potential data breaches.

● Support staff across the business to develop reports and dashboards that will
enable smooth reporting. This may involve working with external consultants,
and often with staff directly.

● Contribute to the quarterly and annual reporting cycle by collating information
and supporting senior staff to report accurately to the Board and other
stakeholders.

● Maintain a log of all ICT equipment, including a log of all CCTV locations.

● Be a system admin for a number of online systems, ensure all firewalls,
backups and antivirus are updated regularly to safeguard the security of the
Group’s systems.
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● Lead our Cyber security accreditation process by engaging with a specialist
provider.  By commissioning specialist support and implementing
improvements, the post will lead the achievement of relevant accreditations,
for instance in cyber security which will support the Group’s business
development activity in the public sector (examples of cyber security
accreditations include NHS Digital/NHS X, ISO/IEC 27001:2013, IASME,
PAS 555:2013, and Cyber Essentials Plus accreditation).

● Keep up to date with trends in relation to ICT and use of systems, and
identify business risks and opportunities to support the business objectives.

● Provide support to Communications lead for the maintenance of the Group’s
websites and use of social media.

Oversee the day-to-day provision of a comprehensive ICT helpdesk service to staff
and customers for all technical incidents and service requests, This will entail
ensuring that these requests are prioritised and responded to accordingly by
managing the ICT Technician, or any outsourced providers to triage and deliver;

❖ A professional service, responsive to requests for support and
carrying out, or arranging for, repairs to ICT equipment as appropriate.

❖ Support staff in the effective use of cloud technologies (especially
Google Workspace), including password changes and account
management.

❖ Administer the group’s Google Workspace email and document
storage solution, and any successor systems.

❖ Loading hosted telephone system (Mitel) onto hardware and liaising
with support providers to resolve issues.

❖ Problem solving network issues (we use Cisco Meraki SD - WAN)
❖ Adding and removing customer access to Wi-Fi (Cisco Meraki)
❖ Ensuring ICT assets are logged onto, and removed from, our Action1

database.
❖ Maintain an inventory of all ICT equipment and software including any

additions, disposals and the safe disposal of all data held on obsolete
hardware.

❖ Set standards of practice for the use of software and hardware by
delivery of ICT induction to all staff.

❖ Develop and circulate training material or advisory notes to staff where
appropriate and deliver training.

❖ To monitor the Group’s ICT network infrastructure, and respond to
alerts (e.g. Cisco, Sophos XG), so that it is operating effectively at all
times and that all firewalls, backups and antivirus are updated
regularly to safeguard the security of the Group’s systems.
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PERSON SPECIFICATION

A driver, preferably with access to their own vehicle, would be desirable.

Values are at the core of Tyne Housing.

As an employer, we will provide exceptional skills training and personal
development opportunities to all of our people.

We encourage applications from people who can demonstrate to us, and to the
people who use our services, the following key behaviours;
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Our Purpose: We’re here to help people get to a better place.

Core Value Key behaviours for all staff and
volunteers

Key behaviours for line
managers

We believe in people

We believe in their strength,
willpower and courage. We
believe in each other, in
those we support and in our
community.

We won’t give up

We stand by our region’s
most vulnerable people, we
believe that everyone
deserves a chance to get to
a better place.

Good listening skills
Comfortable
communicating with a wide
range of people
Approachable
Ambitious for our people
and our local communities
Empathetic

Respect for the team
Active listening skills
Understanding of work
and personal life
Supportive

Respectful
Resilient
Passionate about the work
Honest and truthful -
straight talking
Tenacious - getting things
done

Builds confident teams
Instils positivity
Instils self belief
Seeks to understand
underlying issues

We activate change

We are a catalyst for
change, supporting small
steps that lead to greater
transformations.

Appreciates the role of safety
and stability as foundations for
positive change.
Promotes access to
opportunities
Creative and flexible approach
Builds trust
Can challenge in a positive
way 

Positive about change
Leads by example
Move forward attitude
Inspirational

We're better together

We invest in our region and in
our communities. We’re serious
about progress and take pride
in our relationships. We work
with an open mind and
embrace new opportunity.

Belief in partnerships
Takes pride in our work
Values all roles in the team
Take responsibility for each
other - going the extra mile
Reflective - learning from each
other

Outward looking
Looks to the whole system
Promotes our work
externally
Learns from best practice.



TERMS AND CONDITIONS

Annual remuneration £30,905

Hours of work 37.5 hrs

Annual Leave 26 days rising to 30 days after five years service

Notice Period Three months

Additional Benefits:

● Personal training and development planning
● support with annual travel pass
● 26 days holiday rising to 30 days after 5 years of service.
● Your birthday off
● A generous pension scheme
● Death in service benefits
● Full service employee assistance programme
● + much more

Staff are employed subject to the successful completion of a six-month probationary
period

Other terms and conditions will be as stated in the Terms and Conditions document

Supervision and support will be provided by the Director of Finance.
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We’re here to help get people to a better place
Since 1973, Tyne has stood by the North East’s most vulnerable people.
Through our housing, support, healthcare, training and investment in
communities, we help get people to a better place.

Better support
Support from Tyne starts with the relationship, no two people are the same, so
we lead with progressive and individual support. It could be finding a home,
breaking an addiction or building skills for the future, we can provide stability,
safety and straight-talking guidance.

Better opportunities
Beyond helping individuals, we invest in the region and in our communities.
Our independence empowers us to work with an open mind, embracing new
opportunity that can influence change and transform lives.

Better together
Our belief in people is at the heart of everything we do. We are there when
people need us most because we see potential in every person. It is our team
who put our belief into action and go the extra mile, giving everyone a chance
to get to a better place.

Who we are

We’re here when
people need us most




