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Title 
&OHDQLQJ�2SHUDWLYH�

Department 
3ODFH�

Post Ref. 
�

Job Purpose 
7R�SURYLGH�DQ�HIILFLHQW�DQG�HIIHFWLYH�GDLO\�%XLOGLQJ�&OHDQLQJ�6HUYLFH�IRU�GHVLJQDWHG�HVWDEOLVKPHQWV�
�

Key Responsibilities 
�

x� *HQHUDO�GDLO\�FOHDQLQJ�WDVNV�ZKLFK�LQFOXGH�HPSW\LQJ�ZDVWH�ELQV��
VXFWLRQ�FOHDQLQJ�FDUSHWV��GXVW�GDPS�ZLSLQJ��IORRU�PDLQWHQDQFH�DQG�
ZDVKURRP�FOHDQLQJ�

x� 8VLQJ�HOHFWULFDO�HTXLSPHQW�ZKHUH�UHTXLUHG�DQG�LQFOXGLQJ�VXFWLRQ�
FOHDQLQJ�PDFKLQHV�DQG�IORRU�PDLQWHQDQFH�PDFKLQHU\�

x� &OHDQLQJ�DIWHU�HPHUJHQF\�VLWXDWLRQV��H�J��IORRGV��DQG�FOHDQLQJ�
ERGLO\�IOXLGV�

x� (IIHFWLYH�FRPPXQLFDWLRQ�ZLWK�WKH�GHVLJQDWHG�VLWH�UHSUHVHQWDWLYH�
DQG�RWKHU�FOHDQLQJ�FROOHDJXHV�ZKHUH�DSSURSULDWH��

x� (QVXULQJ�DOORFDWHG�SDSHUZRUN�DQG�DGPLQLVWUDWLYH�V\VWHPV�DUH�NHSW�
XS�WR�GDWH�DW�DOO�WLPHV�

x� $GGLWLRQDO�GXWLHV�DSSURSULDWH�WR�WKH�IXQFWLRQ�DQG�QDWXUH�RI�WKH�SRVW�
�

�
�

�
�
�
�
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Key Accountabilities 
�

x� $FFRXQWDEOH�IRU�SHUVRQDO�KHDOWK�DQG�VDIHW\�DQG�DSSO\�DW�DOO�
WLPHV�DOO�UHOHYDQW�KHDOWK�DQG�VDIHW\�SURFHGXUHV��H�J��&26++��
5LVN�$VVHVVPHQW��FRORXU�FRGLQJ�DQG�IROORZLQJ�PDQXIDFWXUHUV�
UHFRPPHQGHG�LQVWUXFWLRQV�DW�DOO�WLPHV�

x� 'HOLYHULQJ�&OHDQLQJ�6HUYLFHV�LQ�RUGHU�WR�PHHW�WKH�VLWHV�
FRQWUDFW�VSHFLILFDWLRQ�DQG�VHUYLFH�OHYHO�DJUHHPHQW�FRQWUDFW�

x� (QVXUH�WKDW�SURYLGHG�RQ�VLWH�GRFXPHQWDWLRQ�LV�DGKHUHG�WR�DW�
DOO�WLPHV�H�J��KHDOWK�DQG�VDIHW\�IROGHU�

x� $FFRXQWDEOH�IRU�HIILFLHQW�WLPH�SHUVRQDO�NHHSLQJ��ZRUNLQJ�WR�VHW�
DJUHHG�ZRUN�VWDQGDUGV�DQG�KLJK�OHYHOV�RI�FXVWRPHU�FDUH��

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�
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Person Specification 
�

Education and Knowledge 
�
��� .QRZOHGJH�RI�FRQWUDFWLQJ�IURQWOLQH�VHUYLFHV�GHVLUDEOH�

Personal skills and general competencies 
�
��� 3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�

FXVWRPHU�FDUH��
�
��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�

LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
�
�
��� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�

LQLWLDWLYH����
�
�
��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�

HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ�

Experience 
�
��� 'HVLUDEOH�XQGHUVWDQGLQJ�RI�WKH�FOHDQLQJ�LQGXVWU\�IURQWOLQH�

VHUYLFHV��

Role Dimensions 
�

��� %XLOGLQJ�FOHDQLQJ�IXQFWLRQV�DV�UHTXLUHG�ZLWKLQ�FRQWUDFW�GRFXPHQWV�DQG�VSHFLILFDWLRQV�
��� 5HVSRQVLEOH�IRU�PDQDJLQJ�VWRFN�DQG�HTXLSPHQW�DOORFDWHG�WR�GHOLYHU�WKH�UHTXLUHG�VHUYLFH�
��� 7KH�SRVW�KDV�QR�ILQDQFLDO�UHVSRQVLELOLW\�RU�PDQDJHPHQW�RI�RWKHU�VWDII�

Please attach a structure chart 
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