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Title 
0$6+�2IILFHU 

Department 
0XOWL�$JHQF\�6DIHJXDUGLQJ�+XE��0$6+� 

Post Ref. 
      

Job Purpose 

x� 7R�UHFHLYH�DQG�KDQGOH�DOO�LQLWLDO�$GXOW�6DIHJXDUGLQJ�DQG�&KLOGUHQ
V�6RFLDO�&DUH�FRQWDFWV�DQG�TXHULHV�HQWHULQJ�WKH�0XOWL�$JHQF\�
6DIHJXDUGLQJ�+XE��0$6+��YLD�WHOHSKRQH�DQG�ZULWWHQ�FRPPXQLFDWLRQ���

x� 7R�SULRULWLVH�WKH�PRVW�YXOQHUDEOH�DQG�DW�ULVN�DQG�UHFRPPHQG�DSSURSULDWH�DGYLFH�DQG�DFWLRQ��HVFDODWLQJ�WR�VRFLDO�ZRUNHUV�IRU�DGYLFH�
DV�QHFHVVDU\��WR�HQVXUH�WKDW�DOO�FRQWDFWV�DUH�VLJQSRVWHG�WR�RU�KDQGHG�RYHU�WR�DSSURSULDWH�VWDII�DQG�VHUYLFHV�IRU�DSSURSULDWH�DFWLRQ��

�

Key Responsibilities 
�
��� 7R�GHDO�HIIHFWLYHO\�ZLWK�HQTXLULHV�DFURVV�DOO�FKDQQHOV�IURP�

PHPEHUV�RI�WKH�SXEOLF��FXVWRPHUV��VHUYLFHV�XVHUV��LQWHUQDO�
GHSDUWPHQWV�DQG�SURIHVVLRQDOV�IURP�RWKHU�DJHQFLHV��H�J��
VFKRROV��KHDOWK��SROLFH���

��� 7R�SURYLGH�DGYLFH��JXLGDQFH�DQG�SURPSW��KLJK�TXDOLW\�
UHVSRQVHV�WR�DOO�HQTXLULHV��

��� 7R�GHPRQVWUDWH�D�FOHDU�XQGHUVWDQGLQJ�RI�WKH�PHDQLQJ�RI�
VDIHJXDUGLQJ�DV�GHILQHG�LQ�UHOHYDQW�SROLF\�JXLGDQFH�

��� 7R�JDWKHU�DQG�UHFRUG�KLJKO\�VHQVLWLYH�DQG�FRQILGHQWLDO�GDWD�RQ�
WKH�GHVLJQDWHG�GDWDEDVHV��FROODWLQJ�NH\�LQIRUPDWLRQ�UHODWLQJ�WR�
$GXOW�6DIHJXDUGLQJ�DQG�&KLOGUHQ
V�6RFLDO�&DUH��

��� 7R�XVH�NQRZOHGJH��VNLOOV�DQG�LQLWLDWLYH�WR�REWDLQ�FRPSUHKHQVLYH�
GHWDLO�IURP�UHIHUUHUV�DQG�SXUVXH�OLQHV�RI�LQTXLU\�WR�JDWKHU�WKH�
PRVW�UHOHYDQW�LQIRUPDWLRQ�DW�WKH�ILUVW�SRLQW�RI�FRQWDFW��

��� 7R�WDNH�RZQHUVKLS�RI�HQTXLULHV�DQG�SURYLGH�IHHGEDFN�RQ�
SURJUHVV�DQG�RXWFRPHV�WR�SDUWQHU�DJHQFLHV��SURIHVVLRQDO�
RUJDQLVDWLRQV�DQG�WKH�SXEOLF�DV�DSSURSULDWH��

��� 7R�DFW�DV�D�ILOWHU�WR�HQVXUH�LQDSSURSULDWH�FRQWDFWV�DQG�TXHULHV�
GR�QRW�JHW�SURJUHVVHG�WR�6RFLDO�:RUNHUV��SURYLGLQJ�KHOS�DQG�
JXLGDQFH�RU�VLJQSRVWLQJ�WR�PRUH�DSSURSULDWH�VHUYLFHV�RU�
RUJDQLVDWLRQV��

��� 7R�SURJUHVV�DSSURSULDWH�FRQWDFWV�TXLFNO\�DQG�HIILFLHQWO\�
HQDEOLQJ�D�SURIHVVLRQDO�GHFLVLRQ�WR�EH�PDGH�E\�WKH�UHOHYDQW�
ZRUNHUV�ZLWKLQ�VHW�WLPHVFDOHV��

Key Accountabilities 
�
��� 7R�KHOS�HQVXUH�LQGLYLGXDOV�DQG�DJHQFLHV�WKDW�FRQWDFW�WKH�
0$6+�DUH�VDWLVILHG�ZLWK�WKH�FXVWRPHU�VHUYLFH�SURYLGHG��

��� 7R�HQVXUH�LQIRUPDWLRQ�LV�FRPSUHKHQVLYHO\�DQG�DFFXUDWHO\�
FDSWXUHG�DQG�UHFRUGHG�RQ�WKH�GHVLJQDWHG�GDWDEDVHV�

��� 7R�HQVXUH�DSSURSULDWH�FRQWDFWV�DUH�VZLIWO\�DQG�DFFXUDWHO\�
SURJUHVVHG�WR�UHOHYDQW�6RFLDO�:RUNHUV�DQG�QDPHG�SDUWQHU�
UHSUHVHQWDWLYHV�ZLWKLQ�VHW�WLPHVFDOHV��

��� 7R�HQVXUH�WKH�SURYLVLRQ�RI�DGYLFH��JXLGDQFH�DQG�IHHGEDFN�
LV�DSSURSULDWH��DFFXUDWH�DQG�WLPHO\��

��� 7R�HQVXUH�DFWLYLW\�LV�FXVWRPHU�IRFXVHG�DQG�FRPSOLDQW�ZLWK�
WKH�&RXQFLO�³&XVWRPHU�6HUYLFH�&RGHV�RI�3UDFWLFH´��

��� 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�ZKLOVW�SHUIRUPLQJ�
WKH�UROH��

��� 7R�HQVXUH�FRPSOLDQFH�ZLWK�WKH�'DWD�3URWHFWLRQ�$FW��
��� 7R�HQVXUH�DFFXUDF\�RI�DOO�ZRUN�XQGHUWDNHQ�WR�PHHW�
UHTXLUHG�VWDQGDUGV��

�
�
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��� 7R�VHHN�DGYLFH�DQG�JXLGDQFH�IURP�6RFLDO�:RUNHUV�DQG�SDUWQHU�
UHSUHVHQWDWLYHV�LQ�UHVSRQVH�WR�FRQWDFWV�DQG�TXHULHV�DV�DQG�
ZKHQ�UHTXLUHG��

����7R�SURYLGH�EDVLF�DGYLFH�DQG�JXLGDQFH�WR�DQVZHU�TXHULHV�PDGH�
E\�SURIHVVLRQDO�UHIHUUHUV�UHJDUGLQJ�DSSURSULDWH�FRQWDFWV�WR�
&KLOGUHQ¶V�6RFLDO�&DUH�DQG�$GXOW�6DIHJXDUGLQJ��

����7R�SURYLGH�YHUEDO�IHHGEDFN�DQG�DGYLFH�WR�UHIHUUHUV�UHJDUGLQJ�
WKH�DFWLRQ�WDNHQ�RQ�WKHLU�UHIHUUDO��DQG�WR�FRQILUP�WKLV�LQ�ZULWLQJ��
LQFOXGLQJ�LQIRUPLQJ�WKHP�ZKHQ�QR�IXUWKHU�DFWLRQ�LV�WR�EH�WDNHQ��

����7R�HQVXUH�WKDW�FRQWDFWV�ZKLFK�DUH�QRW�DFFHSWHG�E\�&KLOGUHQ¶V�
6RFLDO�&DUH�RU�$GXOW�6DIHJXDUGLQJ�DUH�VHQW�WR�DSSURSULDWH�
VXSSRUW�VHUYLFHV��DV�GLUHFWHG�E\�UHOHYDQW�6RFLDO�:RUNHUV��

����7R�DFWLYHO\�VHHN�WR�GHYHORS�VNLOOV�E\�DWWHQGLQJ�DSSURSULDWH�
WUDLQLQJ��ZRUNVKRSV�DQG�PHHWLQJV�DQG�WR�HQVXUH�WKDW�DQ�
DSSURSULDWH�OHYHO�RI�VNLOO�H[SHUWLVH�LV�DFKLHYHG�DQG�PDLQWDLQHG��

����7R�GHOLYHU�D�FXVWRPHU�IRFXVHG�VHUYLFH�LQ�DFFRUGDQFH�ZLWK�WKH�
VWDQGDUGV�VHW�RXW�LQ�WKH�&RXQFLO��&XVWRPHU�6HUYLFH�&RGHV�RI�
3UDFWLFH��DQG�LQGLYLGXDO�6HUYLFH�/HYHO�$JUHHPHQWV��

����7R�PDLQWDLQ�DFFXUDWH��XS�WR�GDWH�UHFRUGV�LQ�DFFRUGDQFH�ZLWK�WKH�
'DWD�3URWHFWLRQ�$FW��HQVXULQJ�GDWD�LV�VWRUHG�DFFXUDWHO\�WR�
HQDEOH�WKH�SURGXFWLRQ�RI�VWDWLVWLFDO�DQG�PDQDJHPHQW�UHSRUWV�DV�
UHTXLUHG��

�

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

Person Specification 
�

Education and Knowledge 
�
��� 194�OHYHO���RU�DERYH��
��� (YLGHQFH�RI�FRQWLQXRXV�SURIHVVLRQDO�GHYHORSPHQW�
��� .QRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�WKH�PDLQ�LVVXHV�DIIHFWLQJ�WKH�
VHUYLFH�DUHD��

��� 6HUYLFH�VSHFLILF�NQRZOHGJH�LQ�&KLOGUHQ¶V�6RFLDO�&DUH��$GXOW�
6DIHJXDUGLQJ�DQG�RU�&XVWRPHU�6HUYLFHV�

��� .QRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�ORFDO�JRYHUQPHQW���ORFDO�
DXWKRULW\�VHUYLFH�SURYLVLRQ��
�

Personal skills and general competencies 
�
��� $�KLJK�OHYHO�RI�SHUVRQDO�GULYH�DQG�FRPPLWPHQW�WR�H[FHOOHQW�
FXVWRPHU�FDUH�DQG�WKH�DELOLW\�WR�VHW�DQ�H[DPSOH�IRU�RWKHU�VWDII��

��� 6WURQJ�YHUEDO�DQG�ZULWWHQ�FRPPXQLFDWLRQ�VNLOOV��
��� :HOO�GHYHORSHG�OLVWHQLQJ�VNLOOV�DQG�WKH�DELOLW\�WR�DVVLPLODWH�DQG�
XQGHUVWDQG�LQIRUPDWLRQ�DQG�PDNH�QHFHVVDU\�MXGJPHQWV�DQG�
UHFRPPHQGDWLRQV��

��� 6SHHG\�DQG�DFFXUDWH�NH\ERDUG�VNLOOV��
��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�
LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
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Experience 
�
��� 0LQLPXP�RI���\HDUV�H[SHULHQFH�ZLWKLQ�&KLOGUHQ¶V�6RFLDO�&DUH��
DQ�$GXOW�6DIHJXDUGLQJ�HQYLURQPHQW�RU�&XVWRPHU�6HUYLFH�WHDP�

��� ([SHULHQFHG�LQ�FROODWLQJ�LQIRUPDWLRQ�DQG�TXHVWLRQLQJ�
WHFKQLTXHV��

��� 3URYHQ�DELOLW\�WR�FRPPXQLFDWH�DW�DOO�OHYHOV�DQG�WR�PDQDJH�
HQTXLULHV�IURP�D�ZLGH�UDQJH�RI�LQGLYLGXDOV��

��� ([SHULHQFH�RI�HIIHFWLYH�DQG�HIILFLHQW�GHOLYHU\�LQ�D�UHOHYDQW�
VHUYLFH�DUHD��

��� 8QGHUVWDQGLQJ�RI�GDWD�SURWHFWLRQ�DQG�FRQILGHQWLDOLW\�SULQFLSOHV��
��� 3URYHQ�DELOLW\�LQ�FDSWXULQJ��VWRULQJ�DQG�DFFXUDWHO\�UHWULHYLQJ�
LQIRUPDWLRQ�WR�PHHW�FXVWRPHU�QHHGV��
�

��� $ELOLW\�WR�HVWDEOLVK��PDLQWDLQ�DQG�GHYHORS�HIIHFWLYH�ZRUNLQJ�
UHODWLRQVKLSV�ZLWK�FXVWRPHUV��GHOLYHU\�SDUWQHUV�DQG�FROOHDJXHV�
EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�LQLWLDWLYH��

��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�
HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII��WUHDWLQJ�HYHU\RQH�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ��

��� $ELOLW\�WR�HPSDWKLVH�ZLWK�DQG�GHPRQVWUDWH�D�FRPPLWPHQW�WR�
VXSSRUWLQJ�&RXQFLO�VHUYLFH�XVHUV�DQG�FLWL]HQV��

Role Dimensions 
�
��� 0$6+�2IILFHUV�ZLOO�IRFXV�RQ�KDQGOLQJ�&KLOGUHQ¶V�6RFLDO�&DUH�TXHULHV�DQG�FRQWDFWV�RU�$GXOW�6DIHJXDUGLQJ�TXHULHV�DQG�FRQWDFWV�EXW�

FRXOG�EH�DVNHG�WR�FRYHU�DFURVV�ERWK�VHUYLFHV�DUHDV��ZLWK�DSSURSULDWH�VXSSRUW�DQG�WUDLQLQJ��
��� 0$6+�2IILFHUV�VSHFLDOLVLQJ�LQ�&KLOGUHQ¶V�6RFLDO�&DUH�DOVR�UHFHLYH�VSHFLILF�&KLOGUHQ¶V�'LVDELOLW\�6HUYLFH��&'6��TXHULHV�DQG�FRQWDFWV��

 
�
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