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Title 
(DUO\�<HDUV�3URMHFW�2IILFHU�

Department 
&KLOGUHQ��)DPLOLHV��&XOWXUDO�6HUYLFHV 

Post Ref. 
      

Job Purpose 
5HSRUWLQJ�GLUHFWO\�WR�WKH�6WUDWHJLF�(DUO\�<HDUV�0DQDJHU��WKH�SRVW�KROGHU�ZLOO�ZRUN�DV�SDUW�RI�D�WHDP�WR�LPSOHPHQW�D�UDQJH�RI�SURMHFWV�DV�
SDUW�RI�D�ZLGHU�SURJUDPPH�WR�VXSSRUW�(DUO\�<HDUV�LQLWLDWLYHV�DQG�IXOILO�VWDWXWRU\�GXWLHV�SODFHG�RQ�1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO��

7R�OHDG�RQ�WKH�DVVHVVPHQW�DQG�HVWDEOLVKPHQW�RI�(DUO\�<HDUV�SURYLVLRQ�DFURVV�WKH�39,�VHFWRU��LQFOXGLQJ�VFKRROV��VXSSRUWLQJ�
1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO�WR�IXOILO�LWV�VWDWXWRU\�GXWLHV�IRU�HDUO\�\HDUV�SURYLVLRQ�DQG�FKLOGFDUH�VXIILFLHQF\��
�

Key Responsibilities 
�
��� 7R�OHDG�WKH�GHYHORSPHQW��UHYLHZ�DQG�LPSOHPHQWDWLRQ�RI�WKH�
1&&�6WUDWHJLF�(DUO\�<HDUV�,PSURYHPHQW�3ODQ�ZKLFK�LV�
DSSURYHG�DQG�VFUXWLQLVHG�E\�HOHFWHG�PHPEHUV��

��� 7R�SURYLGH�DSSURSULDWH��UHOHYDQW�DQG�WLPHO\�DGYLFH��JXLGDQFH�
DQG�LQIRUPDWLRQ�WR�WKH�3ULYDWH��9ROXQWDU\�DQG�,QGHSHQGHQW��39,��
VHFWRU�WKURXJK�D�UDQJH�RI�FRPPXQLFDWLRQ�URXWHV�LQFOXGLQJ�WKH�
1RWWLQJKDPVKLUH�(DUO\�<HDUV�SRUWDO�DQG�SURYLGHU�QHWZRUNV���7KLV�
LQFOXGHV�VDIHJXDUGLQJ�JXLGDQFH���

��� 7R�SUHSDUH��SXEOLVK�DQG�GLVVHPLQDWH�1RWWLQJKDPVKLUH¶V�
&KLOGFDUH�6XIILFLHQF\�$VVHVVPHQW�WR�JDLQ�D�EHWWHU�
XQGHUVWDQGLQJ�RI�ORFDO�QHHGV��FKDOOHQJHV�DQG�SULRULWLHV��

��� 7R�OHDG�RQ�LQFUHDVLQJ�WKH�HVWDEOLVKPHQW�RI�QHZ�FKLOGFDUH�
SURYLVLRQ�DQG�FUHDWH�DGGLWLRQDO�QHZ�FKLOGFDUH�SODFHV�ZKHUH�
UHTXLUHG��WKLV�ZLOO�LQFOXGH�FRPPLVVLRQLQJ�DFWLYLW\�DQG�FDSLWDO�
SURMHFWV�DV�DSSURSULDWH�ZLWKLQ�D�UDQJH�RI�VHWWLQJV�LQFOXGLQJ�
VFKRROV�DQG�WKURXJK�FKLOGPLQGHUV���

��� 7R�IXOILO�WKH�VWDWXWRU\�GXW\�WR�LPSURYH�WKH�WDNH�XS�RI�IUHH�HDUO\�
\HDU¶V�SURYLVLRQ�IRU������DQG���\HDU�ROGV�DQG�DFKLHYH�WDUJHWV�VHW��

��� 7R�HYDOXDWH�LQLWLDWLYHV�DQG�DFWLYLWLHV�WKDW�DLP�WR�IXOILO�VWDWXWRU\�
GXWLHV�SODFHG�RQ�WKH�/RFDO�$XWKRULW\�LQ�UHODWLRQ�WR�HDUO\�\HDUV��

Key Accountabilities 
�
��� 7R�DFW�DV�DQ�H[HPSODU�IRU�WKH�&RXQFLO¶V�YLVLRQ�DQG�YDOXHV�

DW�DOO�WLPHV�

��� (QVXUH�DGKHUHQFH�WR�DSSURSULDWH�JRYHUQDQFH�LQ�OLQH�ZLWK�
WKH�SROLFLHV�RI�1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO��

��� (QVXUH�FRPSOLDQFH�ZLWK�QDWLRQDO�VWDWXWRU\�SROLF\�DQG�
UHJXODWRU\�VWDQGDUGV�LQ�WKH�VHUYLFHV�WKDW�DUH�GHOLYHUHG�DQG�
FRPPLVVLRQHG��

��� $FWLYLW\�LV�SURYLGHG�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�PHHWV�
VWDWXWRU\�UHTXLUHPHQWV��

��� $FKLHYHPHQW�RI�WDUJHWV�DQG�WLPHVFDOHV�ZLWKLQ�DJUHHG�
UHVRXUFHV��

��� &RPPLVVLRQLQJ�DQG�SURFXUHPHQW�RI�FDSLWDO�SURJUDPPHV�LQ�
WKH�DOORFDWHG�EXGJHW��

��� 7R�SURYLGH�DSSURSULDWH��UHOHYDQW�DQG�WLPHO\�DGYLFH��
JXLGDQFH�DQG�LQIRUPDWLRQ�WR�VHQLRU�RIILFHUV��

��� (IIHFWLYH�PDQDJHPHQW�DQG�GHSOR\PHQW�RI�LGHQWLILHG�
UHVRXUFHV��

��� $FFRXQWDEOH�WR�WKH�(DUO\�<HDUV�6WUDWHJLF�0DQDJHU�ZLWKLQ�
WKH�(DUO\�&KLOGKRRG�6HUYLFH���
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��� 7R�KROG�DQG�PDQDJH�WKH�EXGJHW�IRU�HDUO\�\HDUV�FDSLWDO�DQG�
UHYHQXH�FRVWV�DVVRFLDWHG�ZLWK�WKH�HDUO\�\HDUV�GXWLHV�SODFHG�RQ�
1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO�ZRUWK�DSSUR[���������������

��� 7R�PDQDJH��PRQLWRU�DQG�UHJXODUO\�UHSRUW�RQ�WKH�DJUHHG�
GHOHJDWHG�EXGJHW�UHVSRQVLELOLW\�WKURXJK�ERWK�IRUPDO�UHSRUWV�DQG�
WKH�%06�V\VWHP��ZRUNLQJ�FORVHO\�ZLWK�VFKRRO�ILQDQFH�
FROOHDJXHV��

��� 7R�OHDG�RQ�WKH�UHYLHZ��UHIUHVK�DQG�DGKHUHQFH�WR�WKH�
1RWWLQJKDPVKLUH�3URYLGHU�$JUHHPHQW��HQVXULQJ�WKDW�DOO�(DUO\�
<HDUV�SURYLGHUV�DFURVV�1RWWLQJKDPVKLUH�IROORZ�JXLGDQFH��
ILQDQFLDO�UHJXODWLRQV��DXGLWV�DQG�SURYLVLRQ�RI�GDWD�WR�LQIRUP�
VHUYLFH�SODQQLQJ��

����7R�ZRUN�ZLWK�WKH�)DPLOLHV�,QIRUPDWLRQ�6HUYLFH��DQG�LQWHUQDO�
FRPPLVVLRQHUV��WR�VXSSRUW�WKH�VWDWXWRU\�GXW\�WR�HQVXUH�SDUHQWV�
DQG�FDUHUV�KDYH�DFFHVV�WR�LQIRUPDWLRQ�UHJDUGLQJ�HDUO\�\HDUV��

����7R�OHDG�SURFHVVHV�WR�HQVXUH�WKDW�FKLOGUHQ�ZLWK�6SHFLDO�
(GXFDWLRQDO�1HHGV�RU�'LVDELOLW\��6(1'��DUH�VXFFHVVIXOO\�
VXSSRUWHG�ZLWKLQ�39,�VHWWLQJV�WKURXJK�WKH�HIIHFWLYH�GHOLYHU\�
'&$7&+�SURFHVV��

����7R�ZRUN�ZLWK�FRPPXQLFDWLRQV�DQG�PDUNHWLQJ�FROOHDJXHV�WR�OHDG�
HIIHFWLYH�WDUJHWHG�PHGLD�DQG�FRPPXQLFDWLRQ�FDPSDLJQV�WR�
LQFUHDVH�LQ�WKH�WDNH�XS�RI�FKLOGFDUH�SODFHV��
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�
�
�
�
�
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�
�

����7R�UHSRUW�WR�1RWWLQJKDPVKLUH¶V�(DUO\�<HDUV�$WWDLQPHQW�DQG�
(DUO\�<HDUV�&RQVXOWDWLRQ�*URXSV��ZLWK�SDUWLFLSDWLRQ�DW�
VWHHULQJ�DQG�WDVN�DQG�ILQLVK�JURXSV�DV�UHTXLUHG��

����(QVXUH�DGKHUHQFH�WR�DSSURSULDWH�JRYHUQDQFH�LQ�OLQH�ZLWK�
WKH�SROLFLHV�RI�1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO��LQFOXGLQJ�
FRPSOLDQFH�ZLWK�2)67('�UHTXLUHPHQWV���,QFOXGLQJ�
PHHWLQJ�VWDWXWRU\�DQG�UHJXODWRU\�VWDQGDUGV��

����7DNH�GHFLVLYH�DFWLRQ�DQG�UHSRUWLQJ�LVVXHV�ZKHUH�
XQIRUHVHHQ�FLUFXPVWDQFHV�RU�VHULRXV�LQFLGHQWV�RFFXU�WKDW�
LPSDFW�RQ�HDUO\�\HDUV�VHUYLFHV��

����7R�HQVXUH�DOO�UHFRPPHQGDWLRQV�VWHPPLQJ�IURP�$XGLW�
UHYLHZV�DUH�IXOO\�LPSOHPHQWHG��

�
�

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 
�
��� (YLGHQFH�RI�FRQWLQXRXV�SURIHVVLRQDO�GHYHORSPHQW��

��� 6SHFLILF�LQ�GHSWK�NQRZOHGJH�RI�WKH�QDWLRQDO�(DUO\�<HDUV�
DJHQGD��OHJLVODWLRQ�DQG�SROLFLHV�LQ�UHODWLRQ�WR�HDUO\�\HDUV��HDUO\�
HGXFDWLRQ��FKLOGFDUH�DQG�FKLOGUHQ�FHQWUHV��LQFOXGLQJ�KRUL]RQ�
VFDQQLQJ�RI�SRWHQWLDO�FKDOOHQJHV�RSSRUWXQLWLHV��

��� 3URMHFW�PDQDJHPHQW�TXDOLILFDWLRQ�RU�NQRZOHGJH�RI�WKH�
SULQFLSOHV�RI�SURMHFW�PDQDJHPHQW��

��� .QRZOHGJH�RI�2IVWHG�)UDPHZRUNV��

��� .QRZOHGJHDEOH�RI�ORFDO�DQG�QDWLRQDO�VDIHJXDUGLQJ�DQG�HDUO\�
KHOS�SROLFLHV�DQG�SURFHGXUHV��

��� &XUUHQW�NQRZOHGJH�RI�WKH�HYLGHQFH�EDVH�WR�WDFNOH�D�UDQJH�RI�
LQHTXDOLWLHV�H[SHULHQFHG�E\�FKLOGUHQ�XQGHU�WKH�DJH�RI�ILYH��
,QFOXGLQJ�LQ�GHSWK�NQRZOHGJH�RI�ZKLFK�JURXSV�DUH�PRVW�DW�ULVN�
RI�SRRU�RXWFRPHV�DQG�HIIHFWLYH�LQWHUYHQWLRQV�WR�UHGXFH�
LQHTXDOLWLHV��

��� .QRZOHGJH�RI�ORFDO�VHUYLFHV�DQG�LQWHUYHQWLRQV�IRU�FKLOGUHQ�DQG�
WKHLU�IDPLOLHV�DFURVV�1RWWLQJKDPVKLUH��

Personal skills and general competencies 
�
��� 6HWV�DQ�H[FHOOHQW�H[DPSOH�RI�FXVWRPHU�FDUH�IRU�RWKHU�VWDII��

�
��� (IIHFWLYHO\�VHWV�GLUHFWLRQ�IRU�D�WHDP�SURYLGLQJ�PRWLYDWLRQ�IRU�DOO�
WR�GHOLYHU�KLJK�SHUIRUPDQFH��

�
����$QWLFLSDWHV�FXVWRPHU�QHHGV�WR�SURYLGH�H[FHOOHQW�VHUYLFH�
FRQWLQXDOO\�VWULYLQJ�WR�LPSURYH�HIILFLHQF\�DQG�HIIHFWLYHQHVV�

�
����6HWV�FKDOOHQJLQJ�WDUJHWV�IRU�SHUIRUPDQFH�IRU�WKH�WHDP�DV�ZHOO�
DV�GHOLYHULQJ�D�KLJK�GHJUHH�RI�SHUVRQDO�HIIHFWLYHQHVV�

�
����(QVXUHV�WKH�&RXQFLO¶V�SROLFLHV�IRU�IDLUQHVV�DQG�UHVSHFW�DUH�
GHOLYHUHG�LQFOXGLQJ�VHWWLQJ�KLJK�SHUVRQDO�VWDQGDUGV�

�
����7DNHV�DQ�DFWLYH�UROH�LQ�PDQDJLQJ�ULVN��KHDOWK�DQG�VDIHW\�DQG�
VDIHJXDUGLQJ�LVVXHV��
�

����([FHOOHQW�SURMHFW�PDQDJHPHQW�VNLOOV��

����$ELOLW\�WR�FRPPXQLFDWH�DW�D�KLJK�VWDQGDUG��YHUEDO�DQG�ZULWWHQ���

����$ELOLW\�WR�DQDO\VH�DQG�LQWHUSUHW�PRQLWRULQJ�DQG�RWKHU�
SHUIRUPDQFH�LQIRUPDWLRQ���

����$ELOLW\�WR�LGHQWLI\�LVVXHV�WKDW�FRXOG�LPSDFW�RQ�VHUYLFH�GHOLYHU\�
DQG�GHYHORS�D�QXPEHU�RI�RSWLRQV�WR�PLWLJDWH�WKHVH�LVVXHV�

����$ELOLW\�WR�SULRULWLVH�DQG�PHHW�GHPDQGLQJ�GHDGOLQHV��HQVXULQJ�
WKDW�SURMHFWV�DUH�GHOLYHUHG�ZLWKLQ�WLPHVFDOHV���

����$ELOLW\�WR�LGHQWLI\�DQG�HVFDODWH�LVVXHV�WKDW�FRXOG�LPSDFW�RQ�
VXFFHVVIXO�LPSOHPHQWDWLRQ�RI�HDUO\�\HDUV�DFWLYLW\��

����(YLGHQFH�RI�DELOLW\�WR�HQFRXUDJH�DQG�DFKLHYH�FKDQJH�WKURXJK�
WKH�XVH�RI�HIIHFWLYH�LQIOXHQFLQJ�DQG�IDFLOLWDWLRQ�VNLOOV��

Experience 
�
����(YLGHQFH�RI�VXEVWDQWLDO�SURMHFW�PDQDJHPHQW�H[SHULHQFH��

SURYLGLQJ�H[DPSOHV�RI�ZKHUH�SURMHFWV�KDYH�EHHQ�VXFFHVVIXOO\�
FRPSOHWHG�DQG�DOO�DLPV�DQG�REMHFWLYHV�KDYH�EHHQ�DFKLHYHG�����

����([SHULHQFH�RI�ZRUNLQJ�LQ�SDUWQHUVKLS�ZLWK�WKH�39,�VHFWRU�
DQG�RU�H[WHUQDO�SDUWQHUV��

����([SHULHQFH�RI�DQDO\VLQJ�DQG�LQWHUSUHWLQJ�GDWD�

����3UHYLRXV�H[SHULHQFH�RI�XVLQJ�GDWD�DQG�UHSRUWLQJ�V\VWHPV��

����([SHULHQFH�RI�SUHSDULQJ�FRPPXQLFDWLRQ�EULHILQJV��QHZVOHWWHUV�
DQG�HYHQWV��
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����([SHULHQFH�RI�GHYHORSLQJ�DQG�LPSOHPHQWLQJ�PDUNHWLQJ�
FDPSDLJQV�IRU�WKH�SXEOLF���

����6XEVWDQWLDO�H[SHULHQFH�RI�HIIHFWLYH�SDUWQHUVKLS�ZRUNLQJ�ZLWK�
DUUDQJH�RI�39,�VHWWLQJV�LQFOXGLQJ�VFKRROV��YROXQWDU\�VHFWRU���

����7UDFN�UHFRUG�RI�VXFFHVV�LQ�WKH�PDQDJHPHQW�RI�VLJQLILFDQW�
FKDQJH�DQG�LQQRYDWLRQ�ZLWK�GHPRQVWUDEOH�UHVXOWV��

����([SHULHQFH�RI�PDQDJLQJ�ULVNV�DVVRFLDWHG�ZLWKLQ�SURMHFW�
GHYHORSPHQW�DQG�GHOLYHU\���

����([SHULHQFH�RI�LQVSHFWLRQ�SURFHVVHV��VHOI�DVVHVVPHQW�UHSRUWV�
DQG�HIIHFWLYH�GHOLYHU\�RI�LPSURYHPHQW�SODQV��

����([SHULHQFH�RI�LQYHVWLJDWLQJ�DQG�UHVROYLQJ�FRPSODLQWV��

����$EOH�WR�HQVXUH�WKDW�UHVRXUFHV�DUH�GHSOR\HG�DV�HIILFLHQWO\�DQG�
HIIHFWLYHO\�DV�SRVVLEOH��LQ�OLQH�ZLWK�FXVWRPHUV¶�QHHGV��
FKDQJLQJ�SULRULWLHV��QDWLRQDO�FKDQJHV�DQG�SHUIRUPDQFH�OHYHOV��

����$ELOLW\�WR�XQGHUVWDQG��HYDOXDWH�DQG�FRPPXQLFDWH�FRPSOH[�
SROLFLHV�DQG�LQIRUPDWLRQ�WR�D�YDULHW\�RI�DXGLHQFHV��

����+LJKO\�RUJDQLVHG�ZLWK�ORJLFDO�DSSURDFK�WR�SUREOHP�VROYLQJ��
DEOH�WR�DFKLHYH�VXVWDLQDEOH�VROXWLRQV�

����$ELOLW\�WR�PDLQWDLQ�DFFXUDWH�UHFRUGV�IRU�ILQDQFLDO�FRQWURO�DQG�
DXGLW�UHTXLUHPHQWV��

����$ELOLW\�WR�ZRUN�DV�SDUW�RI�D�WHDP��

����$ELOLW\�WR�LQYHVWLJDWH�DQG�UHVROYH�FRPSODLQWV���

����$ELOLW\�WR�PDLQWDLQ�DFFXUDWH�UHFRUGV��

����$ELOLW\�WR�ZRUN�IOH[LEO\��

Role Dimensions 
�

����7R�IXOILO�WKH�VWDWXWRU\�GXWLHV�SODFHG�RQ�1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO�WR�HQVXUH�FKLOGFDUH�VXIILFLHQF\�DQG�KLJK�TXDOLW\�HDUO\�\HDUV�
SURYLVLRQ���7KH�ZRUN�LPSDFWV�RQ�DOO�IDPLOLHV�ZLWK�FKLOGUHQ�XQGHU�WKH�DJH�RI���OLYLQJ�LQ�1RWWLQJKDPVKLUH��

����7R�KROG�DQG�PDQDJH�WKH�EXGJHW�IRU�HDUO\�\HDUV�FDSLWDO�DQG�UHYHQXH�FRVWV�DVVRFLDWHG�ZLWK�WKH�HDUO\�\HDUV�GXWLHV�SODFHG�RQ�
1RWWLQJKDPVKLUH�&RXQW\�&RXQFLO��7KH�EXGJHW�LV�LQ�WKH�UHJLRQ�RI��������������

����1R�VWDII�PDQDJHPHQW�UHVSRQVLELOLWLHV��
Please attach a structure chart 
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(DUO\�&KLOGKRRG�6HUYLFHV�7HDP�6WUXFWXUH�

�

*URXS�0DQDJHU�(DUO\�&KLOGKRRG�
6HUYLFHV

�*���)7(

6WUDWHJLF�(DUO\�<HDUV�
0DQDJHU��(�*UDGH����

)7(

6HQLRU�3UDFWLRQHU�
(DUO\�<HDUV���)7(�
�7HDFKLQJ�7	&�

(DUO\�<HDUV�7HDFKHUV�
[��)7(��7HDFKLQJ�

7	&V��

(DUO\�<HDUV�$GYLVRUV�
[��)7(��$�*UDGH�

(DUO\�<HDUV�3URMHFW�
2IILFHU��&�*UDGH��[��

)7(

(DUO\�<HDUV�'DWD�
2IILFHU�[�����)7(�

�%DQG���

%XVLQHVV�
6XVWDLQDELOLW\�
2IILFHU�)7(��$�

*UDGH�

(DUO\�&KLOGKRRG�
&RPPLVVLRQLQJ�

0DQDJHU��'�*UDGH����
)7(

(DUO\�&KLOGKRRG�
&RQWUDFWV�	�

3HUIRUPDQFH�2IILFHU�
�%�*UDGH����)7(


