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Job Description�
Title 
&OHDQHU�LQ�&KDUJH�
7LHU���)URQWOLQH��*UDGH���±�6&3���WR����

Department 
(QYLURQPHQW�	�5HVRXUFHV�

Post Ref 
�

Job Purpose 
7R�HQVXUH�WKH�VLWH�LV�NHSW�FOHDQ�DQG�ILW�IRU�SXUSRVH�DW�DOO�WLPHV�E\�PDLQWDLQLQJ�FOHDQLQJ�DQG�MDQLWRULDO�GXWLHV�RQVLWH��7R�VXSHUYLVH�RQVLWH�FOHDQLQJ�VWDII�
DQG�PDQDJH�DOO�GD\�WR�GD\�RSHUDWLRQV�RI�WKH�FOHDQLQJ�VHUYLFH���
 
Key Responsibilities 
 

x� 7R�ZRUN�WR�GHILQHG�FOHDQLQJ�SURFHVVHV��XVLQJ�DOORFDWHG�FKHPLFDOV�
DQG�SRZHUHG�HTXLSPHQW�WR�HQVXUH�EXLOGLQJ�FOHDQLQJ�VSHFLILFDWLRQ�LV�
PHW���

x� 7R�PDLQWDLQ�WKH�VHFXULW\�RI�WKH�SUHPLVHV�DQG�LWV�FRQWHQWV�DW�DOO�WLPHV��
7KLV�LQFOXGHV�DWWHQGLQJ�VLWH�LQ�HPHUJHQFLHV�DQG�FDUU\LQJ�RXW�
QHFHVVDU\�GXWLHV�WR�HQVXUH�VLWH�UHPDLQV�ILW�IRU�SXUSRVH�DQG�VHFXUH��

x� 7R�PDQDJH�VSHFLILF�MDQLWRULDO�GXWLHV��ERWK�ZLWKLQ�WKH�EXLOGLQJ�DQG�
RXWVLGH��LQFOXGLQJ�HQVXULQJ�KHDWLQJ�V\VWHP�DQG�EXLOGLQJ�WHPSHUDWXUH�
LV�PDLQWDLQHG��VLWH�LV�NHSW�FOHDQ�DQG�WLG\�DQG�VDIH�IRU�XVH�WKURXJKRXW�
WKH�\HDU��

x� 7R�FDUU\�RXW�SRUWHU�GXWLHV�DV�DQG�ZKHQ�UHTXLUHG�E\�WKH�
HVWDEOLVKPHQW��

x� 7R�SURYLGH�D�OHWWLQJ�VHUYLFH��RSHQLQJ�DQG�VHFXULQJ�WKH�VLWH�DIWHU�
QRUPDO�KRXUV�DQG�DWWHQGLQJ�WR�WKH�UHTXLUHPHQWV�RI�WKH�KLUHU��

x� 7R�HIIHFWLYHO\�PDQDJH�WKH�FOHDQLQJ�VHUYLFH�DQG�RSHUDWLYHV�LQFOXGLQJ�
SURFHVVLQJ�WLPHVKHHWV��KROLGD\V�UHTXHVWV��VLFNQHVV�DEVHQFHV��
RUGHULQJ�DQG�UHSODFLQJ�FRQVXPDEOHV�HWF��

�
�
�
�
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Key Accountabilities 
 

x� 7R�EH�UHVSRQVLEOH�IRU�PDLQWDLQLQJ�FOHDQLQJ�VWDQGDUGV�RQ�VLWH��ZLWK�
DVVLVWDQFH�IURP�WKH�FOHDQLQJ�RSHUDWLYHV���LQ�OLQH�ZLWK�VLWH�
UHTXLUHPHQWV��

x� 7R�EH�UHVSRQVLEOH�IRU�WKH�VHFXULW\�RI�WKH�VLWH��ORFNLQJ�DQG�XQORFNLQJ�
EXLOGLQJV�DV�UHTXLUHG��

x� 7R�HQVXUH�FRPSOLDQFH�ZLWK�&ULPLQDO�5HFRUG�%XUHDX��&5%��
UHTXLUHPHQWV�DQG�VDIHU�ZRUNLQJ�SUDFWLFHV�IRU�WKH�RQVLWH�FOHDQLQJ�
WHDP��

x� 7R�KDYH�DQ�XQGHUVWDQGLQJ�RI��DQG�FRPPLWPHQW�WR��WKH�&RXQW\�
&RXQFLO¶V�(TXDO�2SSRUWXQLWLHV�3ROLF\��

x� 7KLV�MRE�GHVFULSWLRQ�LQGLFDWHV�WKH�PDLQ�DUHDV�RI�DFWLYLW\�IRU�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�
WKH�SRVW��$Q\�FKDQJHV�RI�D�SHUPDQHQW�QDWXUH�ZLOO��IROORZLQJ�
FRQVXOWDWLRQ�ZLWK�WKH�HPSOR\HH��EH�LQFOXGHG�LQ�WKH�MRE�GHVFULSWLRQ�LQ�
VSHFLILF�WHUPV�DQG�UH�LVVXHG�WR�\RX��

�
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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 
 

x� 194�%,&6�FHUWLILFDWH�LQ�EXLOGLQJ�FOHDQLQJ��

x� 1XPHUDWH��

x� /LWHUDWH��

x� .QRZOHGJH�RU�XQGHUVWDQGLQJ�RI�EDVLF�FOHDQLQJ�WHFKQLTXHV��
�

Personal Skills and General Competencies 
 

x� $ELOLW\�WR�OLVWHQ�WR�FXVWRPHU¶V�QHHGV�DQG�SXW�LQWR�SUDFWLFH�WKH�
&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�FXVWRPHU�FDUH��

x� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�
LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��

x� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�
LQLWLDWLYH��

x� +DV�D�IULHQGO\�DQG�KHOSIXO�GLVSRVLWLRQ��ZLWK�WKH�DELOLW\�WR�FRPPXQLFDWH�
DW�DOO�OHYHOV�DQG�VWD\�FDOP�XQGHU�SUHVVXUH��

x� ,V�IOH[LEOH�LQ�WKHLU�DSSURDFK��ZLWK�D�ZLOOLQJQHVV�WR�ZRUN�RXWVLGH�QRUPDO�
KRXUV�ZKHQ�UHTXLUHG� 

x� ,V�FRPSHWHQW�ZLWK�',<�WDVNV�DQG�KDV�WKH�DELOLW\�WR�PDNH�VHFXUH�
HPHUJHQF\�UHSDLUV�DV�DQG�ZKHQ�QHHGHG� 

x� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�HQYLURQPHQW�IRU�
FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�UHVSHFW�DQG�
FRQVLGHUDWLRQ��

Experience 
 

x� ([SHULHQFH�LQ�WKH�VXSHUYLVLRQ�RI�VWDII��LQFOXGLQJ�VWDII�WUDLQLQJ��DORQJ�
ZLWK�DELOLW\�WR�OHDG�DQG�PRWLYDWH�D�WHDP��

x� 0LQLPXP�RI���\HDU¶V�FRQWUDFW�FOHDQLQJ�H[SHULHQFH��LQFOXGLQJ�
NQRZOHGJH�RI�EDVLF�FOHDQLQJ�PHWKRGV� 

x� ([SHULHQFH�LQ�XVH�RI�FOHDQLQJ�HTXLSPHQW��LQFOXGLQJ�IORRU�PDLQWHQDQFH�
PDFKLQHV�DQG�LQGXVWULDO�YDFXXP�FOHDQHUV� 

x� ([SHULHQFH�LQ�SUHPLVHV�VHFXULW\� 

x� ([SHULHQFH�LQ�DGPLQLVWUDWLRQ��LQFOXGLQJ�VWRFN�FRQWURO�DQG�RUGHULQJ� 
 
Role Dimensions 
 

x� 5HVSRQVLEOH�IRU�RYHUVHHLQJ�DQG�PDLQWDLQLQJ�FOHDQLQJ�VWDQGDUGV�RQ�D�VSHFLILF�VLWH��

x� $VVLVWLQJ�LQ�RUGHULQJ�DQG�PDLQWDLQLQJ�VWRFN�RI�FOHDQLQJ�PDWHULDOV��WR�SUH�GHWHUPLQHG�OHYHOV���

x� 6XSHUYLVLQJ�RQVLWH�FOHDQLQJ�WHDP�RI�EHWZHHQ���DQG���HPSOR\HHV��GHSHQGLQJ�RQ�WKH�VL]H�RI�WKH�VLWH� 

x� )LQDQFLDO�UHVSRQVLELOLW\�±�QRQH��

�


