South Pacific Regional Fisheries Management Organization Interim Secretariat

Job Description:  DATA MANAGER

The Data Manager will be a staff member of the Interim Secretariat for the SPRFMO.  The Interim Secretariat is to function until a permanent secretariat under the agreement being negotiated to establish the South Pacific Regional Fisheries Management Organisation is established.  The term of the appointment will be for two years or the duration of the Interim Secretariat, whichever comes first.  The appointment may be renewed.
 The Data Manager will report to the Executive Secretary.

The Data Manager is responsible for the establishment of a SPRFMO data centre and manage its day-to-day operations.  The role of the data centre is to maintain the data provided by participants in accordance with the “Standards for the collection, reporting, verification and exchange of data” agreed at the 3rd meeting of the Data and Information Working Group (WG) and subsequent decisions  of the WG or Scientific WG.
1.      Design, develop, operate and maintain databases for the capture and summary of data submitted in terms of the various SPRFMO data standards.

2.      Establish and manage contracts for the provision of data related services.

3.      Arrange for the receipt and entry of data into databases.

4.      Arrange for the implementation and operation of data quality control processes

5.      Ensure the storage and safekeeping of data.

6.      Maintain the confidentiality of sensitive data.

7.      Arrange for the dissemination of data, and analyses of data, in a timely manner and appropriate format.

8.      Arrange for the documentation of data holdings.

9.      Provide advice on the use and interpretation of data.

10.   Manage any staff, contractors or budget associated with the data centre.
11.   Other duties required by the Executive Secretary.

Person description: DATA MANAGER

The Interim Secretariat is a small organisation (initially two or three staff) which will work in a relatively informal style.   Accordingly there will be an element of multitasking in the work of all staff members.  All staff will be expected to display a high level of initiative.
Facilitating communication among the participants in the Consultations is a key role of the Interim Secretariat.  All staff members will have some role in this communication; they will have good written and oral communication skills, and should be able to represent the Interim Secretariat constructively and effectively.

The Data Manager will have an interest in the acquisition and use of fisheries data.  The position includes responsibility for a wide range of data related activities from design of data systems, acquisition, quality checking, and entry of data, storage and facilitation of appropriate access to data by users.  The data manager should have a relevant tertiary qualification, and have experience in design, and use of database management systems including geographical information systems. 
