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Job Description

Job Title: System Support Administrator 

Starting salary: Grade 5 - £29,173 (£30,188 from April 2026, pay award pending)

Contract Duration: Fixed term until March 2027

Responsible To: Business Intelligence Manager  

[bookmark: _Hlk213744522]Location: The role will be hybrid with a blend of working from home and in the office.

Hours: Full-time, 35.75 hours per week (Part time working can be considered)

Closing date: Noon, Monday 2nd February 2026. 

Interviews will take place on Wednesday 11th February. 

Application instructions: Please send your CV and cover letter combined in one document to recruitment@capitalcitypartnership.org along with a completed copy of our Equal Opportunities Monitoring Form.


[bookmark: _Hlk213746304]
Organisation Details

Capital City Partnership (CCP) is an arm’s length company of The City of Edinburgh Council and is tasked with the operational development, management and support of local and regional employability and poverty reduction measures.   It takes a flexible approach to changing economic conditions, needs and opportunities but its core functions comprise.

· The management of all employability related grants and contracts awarded to external providers by the council and other key partners.
· The management of assessment processes related to bids received for such grants and contracts and making recommendations for funding. 
· The provision of policy advice, research, and development support (including secretariat functions) to the city’s Local Employability Partnership and partners.
· The development and maintenance of common communications and management information infrastructure for the Local Employability Partnership.
· Development and support of the Joined Up for Jobs network and the Joined Up for Business partnership.
· Provision of support to the Edinburgh and South East Scotland City Region Deal Integrated Enhanced Skills (IRES) programme.

Capital City Partnership leads on three of the seven skills programmes within the Edinburgh and South-East Scotland City Region Deal and supports the governance for the Regional Prosperity Framework, of which Skills is embedded. The Edinburgh and South-East Scotland City Region Deal is a change fund, to bring better regional alignment and facilitate change on how we work together and make better use of opportunities and economic growth. 

1. Labour Market Analysis 
2. Integrated Knowledge Systems 
3. Intensive Family Support Service 
4. Data and Digital Innovation Gateway 
5. Housing and Construction Gateway 
6. Integrated Employer Engagement  
7. Workforce Mobility  

This post will sit within the Integrated Knowledge Systems team, focusing on the Helix MIS/CRM system which has now been mainstreamed and is funded by the Local Authorities across the region. 

The team is the first point of support for users, offering training, support with the rollout of new functionality, and working to improve data quality across the system. Support requests can range from simple fixes and quick answers, to getting involved in detailed reporting questions and working with providers to ensure delivery in the real world is correctly reflected in the system.

Helix has been live since March 2022 and has over 900 users from across the region actively updating their work with clients and businesses across Employability, Community Learning and Development, Economic Development and City Deal projects. 





Job Role and Duties

	Duty
	Percentage of role

	· Helpdesk support for users of Helix looking at inbox management and overseeing enquiry response 
	35%

	· Division of tasks across the team based on user demand, creation of processes to successfully manage inbox, escalation to software supplier and monitoring completion of requests
	

	· Lead on deduplication of clients and enterprises, sharing records across the system users, closing down records to give clean reporting and other core system tasks
	40%

	· Data cleansing in system to maintain data accuracy and report management such as correcting or deleting of inaccurate activities
	

	· Development of a communication plan with system users to include regular information about hints and tips, data insights, system developments and new features etc. Measurement of communication success and feedback
	10%

	· Delivery of communication plan to system users including the organisation of regular training for system users, information about user resources and insights from data as well as looking at refining communication processes as the number of users and range of functionality expands
	

	· Act as lead contact for single Local Authority using the system, attending regular meetings to understand internal processes
	5%

	· User maintenance, including updating access permissions and shutting down user accounts as required 
	5%

	· Management of learning resources for users, including developing a process for resource updating 
	5%

	· Contribute to the ongoing development and improvement of the system
	Ad hoc

	· Other relevant tasks as requested by line manager
	Ad hoc







Knowledge and Skills Required
Essential:
· Awareness of business systems with a minimum of 1 year experience working on a CRM/MIS
· Excellent communication skills with the ability to explain complex system issues in an easy-to-follow manner
· A strong problem solving talent and skill in understanding how real world scenarios are reflected in system outputs
· Experience dealing with user queries/user helpdesk
· High level of attention to detail to maintain a high level of accuracy with a meticulous approach to record keeping and recording of information  
· Ability to develop business processes, and implement them effectively across a small team
· Ability to work independently as well as contributing productively within a team
· Confident in the use of a wide range of software packages, including MS Office particularly in Excel.

Desirable:
· Experience of using the Helix/Hanlon system
· Experience of data analysis/cleansing
· Experience of creating and following communication plans
· Understanding of employability delivery at a local and national level e.g. No One Left Behind, UK Shared Prosperity Fund
· Experience of using an email marketing platform e.g. MailChimp, Campaign Monitor etc.


Employee Benefits

· Hybrid working
· Flexible working 
· 26 days starting annual leave, increasing to 31 (pro rata)
· 3 days additional leave for Christmas and New Year closures
· Birthday leave
· 10 public holidays (pro rata)
· Employer pension contribution
· Employee assistance programme
· Personal development opportunities.

Other Information

CCP encourages applications from people from ethnically diverse backgrounds and those with disabilities.    

Secondment requests are welcome.

Your office workplace will be Capital City Partnership Offices at 14 Links Place, Edinburgh.

Capital City Partnership operates a 5-day, 35 ¾ hour working week. 

Some evening and weekend work may be required, and Capital City Partnership operates a TOiL system. 

Payment of the annual salary is by twelve monthly instalments. This is subject to appropriate deductions for National Insurance, Income Tax and Superannuation. Any broken period at the beginning or end of your service will be paid pro-rata. Payment will be made towards the end of each month by direct credit transfer to your bank or building society. 

The paid annual leave entitlement is 26 days, increasing by one day per year of service to a maximum of 31 days. Employees also receive 10 paid public holidays (6 floating and 4 fixed). Capital City Partnership’s leave year runs from 1st April to 31st March. 

Under statute you are required to make provision for a pension. As an employee of Capital City Partnership, you are eligible to participate in the Capital City Partnerships pension scheme, which is a contributory scheme, members being automatically contracted out of the State Earnings Related Pension Scheme. 

Please note that conditions of service at Capital City Partnership are modelled on those applicable currently in the City of Edinburgh Council and any subsequent amendments, subject to the practicality of their implementation in a small organisation. 

Any procedures that have been agreed are in the CCP staff handbook. 
As of 1st May 2004, it is a requirement of the Asylum and Immigration Act 1996 that employers verify authenticity of specific documentation relating to an individual’s identity and UK residency status. 
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