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Title 
&XVWRPHU�6HUYLFH�$GYLVRU�/HYHO���

Department 
&KLHI�([HFXWLYHV��+5�	�&XVWRPHUV�

Post Ref. 
Salary *UDGH�� 

Job Purpose:- 
�

7R�EH�WKH�ILUVW�SRLQW�RI�FRQWDFW��FDUU\LQJ�RXW�GHWDLOHG�WULDJH�RI�$GXOW�DQG�6RFLDO�&DUH�FDOOV��SURYLGLQJ�LQIRUPDWLRQ��DGYLFH��KDQGOLQJ�TXHULHV�DQG�TXHVWLRQV��LQ�
OLQH�ZLWK�WKH�$GXOW�6RFLDO�&DUH�6WUDWHJ\��

Key Responsibilities 
�

��� 7R�HIIHFWLYHO\�KDQGOH�LQERXQG��RXWERXQG�WHOHSKRQH�FDOOV��H�PDLOV�DQG�
EDFN�RIILFH�WULDJLQJ�IURP�PHPEHUV�RI�WKH��SXEOLF�DQG�VHUYLFH�XVHUV��
RQ�EHKDOI�RI�RXU�$GXOW��6RFLDO�&DUH�	�+HDOWK�DQG�3XEOLF�3URWHFWLRQ�
'HSDUWPHQW����

��� 3URPRWH�LQGHSHQGHQFH�DQG�SHUVRQDOLVDWLRQ�WR�HQVXUH�WKDW�VHUYLFH�
XVHUV�DQG�FDUHUV�FDQ�DVVHVV�DQG�PDQDJH�WKHLU�RZQ�QHHGV��ULVNV�DQG�
XQFHUWDLQWLHV�ZLWKLQ�WKHLU�OLYLQJ�HQYLURQPHQW�DQG�PHHW�WKHLU�LGHQWLILHG�
VKRUW��DQG�ORQJ�WHUP�RXWFRPHV����

��� ,GHQWLI\�FRPPXQLW\�DQG�RWKHU�VXSSRUW�UHVRXUFHV��PD[LPLVLQJ�
LQGLYLGXDOV¶�DVVHWV��SUHYHQWDWLYH�XQLYHUVDO�VHUYLFHV�DQG�RWKHU�IXQGLQJ�
VRXUFHV��LQ�OLQH�ZLWK�WKH�$GXOW�6RFLDO�&DUH�6WUDWHJ\�DQG�WKH�FRQFHSW�
RI�µMXVW�HQRXJK¶�VXSSRUW�WR�OLDLVH�ZLWK�RWKHU�VHUYLFH�XQLWV�WR�HQVXUH�
HIIHFWLYH�VHUYLFH�GHOLYHU\��

��� *DWKHU�LQIRUPDWLRQ�WKURXJK�VWUHQJWK�EDVHG�TXHVWLRQLQJ�WHFKQLTXHV��
SURYLGH�LQIRUPDWLRQ��DGYLFH�DQG�VXSSRUW�WR�VHUYLFH�XVHUV�DQG�WKHLU�
FDUHUV��

��� &RQWULEXWH�WR�SUDFWLFH�DQG�VHUYLFH�GHYHORSPHQW�ZKLFK�PD\�LQFOXGH�
ZRUNLQJ�IOH[LEO\�DV�WKH�VHUYLFH�GHPDQGV��

��� 7R�PDLQWDLQ�DFFXUDWH�XS�WR�GDWH�UHFRUGV�LQ�DFFRUGDQFH�ZLWK�WKH�
*'35��HQVXULQJ�GDWD�LV�DOZD\V�VWRUHG�DFFXUDWHO\�DQG�WR�KDYH�UHJDUG�
IRU�WKH�FRQILGHQWLDO�QDWXUH�RI�WKH�ZRUN�DQG�QRW�WR�GLVFXVV�RU�GLVFORVH�
LQIRUPDWLRQ�WR�XQDXWKRULVHG�SDUWLHV��

��� 7R�WDNH�RZQHUVKLS�RI�FDOOV�DQG�HQVXUH�WKDW�RXWVWDQGLQJ�WDVNV�DUH�
IROORZHG�XS�DQG�GHDOW�ZLWK�WR�WKH�VDWLVIDFWLRQ�RI�WKH�FXVWRPHU�DQG�
1&&�

Key accountabilities  
�
$OHUW�PDQDJHUV�RI�LVVXHV�WKDW�FRXOG�DIIHFW�SHUIRUPDQFH��
0DLQWDLQ�HIIHFWLYH�ZRUNLQJ�UHODWLRQVKLSV�DQG�FRQWULEXWH�WR�D�ZRUNLQJ�
HQYLURQPHQW�ZKLFK�LV�VDIH��FRQVLGHUDWH�DQG�VXSSRUWLYH�WR�DOO��LQ�DFFRUGDQFH�
ZLWK�UHOHYDQW�OHJLVODWLRQ�DQG�SROLF\���
7DNH�UHDVRQDEOH�FDUH�RI�\RXU�KHDOWK��VDIHW\�DQG�ZHOIDUH��DQG�WKDW�RI�RWKHU�
SHUVRQV�ZKR�PD\�EH�DIIHFWHG�E\�WKH�SHUIRUPDQFH�RI�\RXU�GXWLHV���
:RUNLQJ�LQ�DFFRUGDQFH�ZLWK�SROLFLHV�DQG�SURFHGXUHV�DURXQG�LQIRUPDWLRQ�
PDQDJHPHQW�DQG�GDWD�SURWHFWLRQ��

�
7UDLQLQJ��
�
<RX�ZLOO�NHHS�XQGHU�UHYLHZ�\RXU�RZQ�GHYHORSPHQW�QHHGV�DQG�NHHS�\RXUVHOI�
LQIRUPHG�RI�FXUUHQW�LVVXHV�ZLWKLQ�WKH�FRQWH[W�RI�WKH��&RUSRUDWH�7UDLQLQJ�DQG�
'HYHORSPHQW�3ROLF\´���
:KHUH�DSSURSULDWH��\RX�ZLOO�FRQWULEXWH�WRZDUGV�WKH�&RUSRUDWH�	�
'HSDUWPHQWDO�REMHFWLYHV�E\�SDUWLFLSDWLRQ�LQ�LQWUD��DQG�LQWHU�GHSDUWPHQWDO�
ZRUNLQJ�WHDPV��
�
(TXDO�2SSRUWXQLWLHV��
�
:LWKLQ�UHVRXUFH�FRQVWUDLQWV��\RX�ZLOO�HQVXUH�WKDW�\RX�SURPRWH�DQG�GHOLYHU�
IDLU��VHQVLWLYH�DQG�TXDOLW\�VHUYLFHV�WR�$//�H[LVWLQJ�DQG�SRWHQWLDO�XVHUV�RI�
1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO��
�
&XVWRPHU�&DUH��
�
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��� 7R�GHOLYHU�D�FXVWRPHU�IRFXVHG�VHUYLFH�ZKLFK�UHIOHFWV�WKH�VWDQGDUGV�
VHW�RXW�LQ�WKH�&RXQFLO
¶�³&XVWRPHU�6HUYLFH�&RGH�RI�3UDFWLFH´�DQG�
LQGLYLGXDO�6HUYLFH�/HYHO�$JUHHPHQWV��

��� 7R�DVVLVW�ZLWK�WKH�GHOLYHU\�RI�VWDII�FRDFKLQJ��WUDLQLQJ��RIIHULQJ�DGYLFH�
DQG�JXLGDQFH�DV�UHTXLUHG��

����7R�NHHS�DEUHDVW�RI�VHUYLFH�GHYHORSPHQWV�DQG�RUJDQLVDWLRQDO�
FKDQJHV�LQ�RUGHU�WR�SURYLGH�DFFXUDWH�LQIRUPDWLRQ�DQG�DGYLFH��

����7R�HQVXUH�FRQILGHQWLDOLW\�RI�LQIRUPDWLRQ�LQ�UHVSHFW�RI�UHFRUGV�
PDLQWDLQHG�DQG�WDVNV�XQGHUWDNHQ�LQ�OLQH�ZLWK�DJUHHG�SROLF\�DQG�
UHOHYDQW�OHJLVODWLRQ��7KLV�LQFOXGHV�PDLQWDLQLQJ�VWULFW�FRQILGHQWLDOLW\�LQ�
UHODWLRQ�WR�SHUVRQDO�LQIRUPDWLRQ��ZKLFK�PD\�EHFRPH�NQRZQ�WR�\RX�LQ�
WKH�FRXUVH�RI�\RXU�ZRUN��

����7R�XSKROG�WKH�&XVWRPHU�6HUYLFH�&HQWUH�WHDP�YLVLRQ�WKURXJK�RXU�
EXVLQHVV�SODQ�REMHFWLYHV�DQG�ZRUN�SURIHVVLRQDOO\�LQ�DFFRUGDQFH�ZLWK�
WKH�&RXQW\�&RXQFLO¶V�SROLFLHV��SURFHGXUHV��VWDQGLQJ�RUGHUV�DQG�
ILQDQFLDO�UHJXODWLRQV��

13. 7R�SURYLGH�DSSURSULDWH�VXSSRUW�LQ�FRQWLQJHQF\�RU�FLYLO�HPHUJHQFLHV�
DV�UHTXHVWHG��LQFOXGLQJ�LI�QHFHVVDU\����KRXU�FDOO�RXW�GXWLHV�� 

14. $Q\�RWKHU�GXWLHV�WKDW�FRUUHVSRQG�UHDVRQDEO\�WR�WKH�JHQHUDO�FKDUDFWHU�
RI�WKH�SRVW�DQG�DUH�FRPPHQVXUDWH�ZLWK�LWV�OHYHO�RI�UHVSRQVLELOLW\� 

:LWKLQ�UHVRXUFH�FRQVWUDLQWV��\RX�ZLOO�SURPRWH�DQG�GHOLYHU�VHUYLFHV�LQ�D�ZD\�
ZKLFK�LV�VHQVLWLYH�DQG�UHVSRQVLYH�WR�WKRVH�UHFHLYLQJ�VXFK�VHUYLFHV��DQG�EH�
DZDUH�RI�DQG�LPSOHPHQW�WKH�&RXQW\�&RXQFLO
V�FXVWRPHU�FDUH�SROLFLHV��
�
(QYLURQPHQWDO��
�
<RX�ZLOO�ZRUN�LQ�DFFRUGDQFH�ZLWK�WKH�&RXQW\�&RXQFLO
V�JUHHQ�SROLFLHV�DQG�
HVWDEOLVKHG�RIILFH�DQG�ZRUN�SUDFWLFHV��
�
7HFKQRORJ\��
�
,Q�DFFRUGDQFH�ZLWK��7KH�,QWURGXFWLRQ�RI�1HZ�7HFKQRORJ\�$JUHHPHQW���\RX�
ZLOO�ZRUN�ZLWK�FRPSXWHUV��QHZ�WHFKQRORJ\�DQG�DVVRFLDWHG�V\VWHPV�DV�
UHTXLUHG��
�
2WKHU�'XWLHV��
�
7KLV�MRE�GHVFULSWLRQ�LQGLFDWHV�WKH�PDLQ�DUHDV�RI�DFWLYLW\�RI�WKLV�SRVW���)URP�
WLPH�WR�WLPH��KRZHYHU��RWKHU�WDVNV�GXWLHV�PD\�EH�UHTXLUHG�EXW�WKHVH�ZLOO�IDOO�
ZLWKLQ�WKH�JHQHUDO�DUHD�RI�UHVSRQVLELOLW\�DQG�JUDGH�RI�SRVW���$Q\�FKDQJHV�
ZKLFK�DUH�RI�D�SHUPDQHQW�QDWXUH�ZLOO��IROORZLQJ�FRQVXOWDWLRQ�ZLWK�\RX��EH�
LQFOXGHG�LQ�WKH�MRE�GHVFULSWLRQ�LQ�VSHFLILF�WHUPV�DQG�ZLOO�EH�IRUPDOO\�LVVXHG�WR�
\RX��
�
+RXUV���
�
���KRXUV��RSHUDWLQJ�KRXUV�DUH�ZLWKLQ��DP�±�����SP�0RQGD\�WR�)ULGD\�DQG�
RFFDVLRQDO�6DWXUGD\�PRUQLQJV�±�DV�ZKHQ�WR�PHHW�WKH�QHHGV�RI�WKH�EXVLQHVV��

The Post holder will perform any duty or task that is appropriate for the role described. 
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Person Specification 
Education and Knowledge  Personal skills and general competencies 

��� (GXFDWHG�WR�*&6(�OHYHO�RU�HTXLYDOHQW��RU�DSSURSULDWH�H[SHULHQFH��
��� .QRZOHGJH�RI�FRPPXQLW\�FDUH�VHUYLFHV�DQG�YROXQWDU\�VXSSRUW�ZLWKLQ�

D�KHDOWK�RU�DGXOW�VRFLDO�FDUH�W\SH�VHWWLQJV���
��� .QRZOHGJH�RI�WKH�OHJLVODWLRQ�DQG�SROLFLHV�LQ�UHODWLRQ�WR�DGXOW�

FRPPXQLW\�FDUH�VHUYLFHV���
��� .QRZOHGJH�RI�FXUUHQW�$GXOW�6RFLDO�&DUH�DQG�+HDOWK�SROLF\�GULYHUV�

�

��� 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�WUHDWLQJ�DOO�ZLWK�UHVSHFW�DQG�FRQVLGHUDWLRQ��

Experience 
��� ([SHULHQFH�RI�ZRUNLQJ�LQ�D�VRFLDO�FDUH�HQYLURQPHQW��WKURXJK�VWDWXWRU\�

RU�YROXQWDU\�ZRUN�H[SHULHQFH��ZRXOG�EH�GHVLUDEOH���
����([SHULHQFH�RI�LQGHSHQGHQWO\�PDQDJLQJ�DQG�SULRULWLVLQJ�GHPDQGV�DQG�

WDVNV�WR�PHHW�NH\�REMHFWLYHV��
����:HOO�GHYHORSHG�OLVWHQLQJ�VNLOOV�DQG�WKH�DELOLW\�WR�TXLFNO\�DVVLPLODWH�

DQG�DFFXUDWHO\�UHFRUG�FRPSOH[�LQIRUPDWLRQ���
����$ELOLW\�WR�UHPDLQ�FDOP�DQG�WDFWIXO�LQ�GHDOLQJ�ZLWK�VHUYLFH�XVHUV��

FXVWRPHUV��FDUHUV�DQG�FROOHDJXHV��
����.QRZOHGJH�RI�&RXQW\�&RXQFLO�6HUYLFHV�DQG�3XEOLF�6HUYLFHV��
����8QGHUVWDQGLQJ�RI�'DWD�SURWHFWLRQ�DQG�FRQILGHQWLDOLW\�SULQFLSOHV�
����*RRG�YHUEDO�DQG�ZULWWHQ�FRPPXQLFDWLRQ�VNLOOV�ZLWK�WKH�DELOLW\�WR�

FRPPXQLFDWH�HIIHFWLYHO\�ZLWK�SHRSOH�DW�GLIIHUHQW�OHYHOV�XVLQJ�DOO�
DFFHVV�FKDQQHOV��

����$ELOLW\�WR�XWLOLVH�LQIRUPDWLRQ�DQG�FRPPXQLFDWLRQV�WHFKQRORJ\�WR�
DFFHVV�DQG�FRPPXQLFDWH�LQIRUPDWLRQ��

����6WURQJ�WHFKQLFDO�VNLOOV�DQG�DEOH�WR�XVH�D�YDULHW\�RI�VRIWZDUH�
DSSOLFDWLRQV�ZLWK�DFFXUDWH�NH\ERDUG�VNLOOV��

����$ELOLW\�WR�WR�XQGHUVWDQG�DQG�LPSOHPHQW�WKH�&RXQFLO¶V�(TXDO�
2SSRUWXQLWLHV��GLYHUVLW\��FXVWRPHU�FDUH��DQG�+HDOWK�	�VDIHW\�SROLFLHV��

����&RPPLWPHQW�WR�GHOLYHULQJ�D�KLJK�VWDQGDUG�RI�FXVWRPHU�VHUYLFH��
����)OH[LEOH�DSSURDFK�ZLWK�D�ZLOOLQJQHVV�WR�OHDUQ�DQG�GHYHORS�LQ�WHUPV�RI��

SHUVRQDO�DQG�WHFKQLFDO�NQRZOHGJH�

�

Role Dimensions 
���� (IIHFWLYH�FRDFKLQJ�DQG�LQWHUSHUVRQDO�VNLOOV��
���� $ELOLW\�WR�FRPPXQLFDWH�HIIHFWLYHO\�ZLWK�SHRSOH�DW�GLIIHUHQW�OHYHOV�XVLQJ�DOO�DFFHVV�FKDQQHOV��
���� 3URYHQ�DELOLW\�WR�FDSWXUH��VWRUH�DQG�DFFXUDWHO\�UHWULHYH�LQIRUPDWLRQ�WR�PHHW�FXVWRPHU�QHHGV�DQG�WR�HIIHFWLYHO\�UHVSRQG�WR�FRPSOH[�FXVWRPHU�HQTXLULHV��
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���� 1R�ILQDQFLDO�UHVSRQVLELOLW\��
���� :RUN�DV�SDUW�RI�D�WHDP�±�QR�GLUHFW�UHSRUWV��

�

�


