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Title 
&OHUN�WR�*RYHUQRUV�

Department 
&KLOGUHQ��)DPLOLHV�DQG�<RXQJ�3HRSOH�

Post Ref. 
�

Job Purpose 
7R�FOHUN�JRYHUQLQJ�ERG\�PHHWLQJV�

Key Responsibilities 
�
��� 7R�DWWHQG�JRYHUQLQJ�ERG\�PHHWLQJV�DV�UHTXLUHG�E\�WKH�
7HDP�0DQDJHU��

��� 7R�SURYLGH�DGYLFH�DQG�JXLGDQFH�WR�JRYHUQLQJ�ERGLHV�RQ�
D�UDQJH�RI�URXWLQH��SURIHVVLRQDO��HGXFDWLRQDO��SURFHGXUDO�
DQG�OHJDO�PDWWHUV�DV�UHTXLUHG��

��� 7R�GHDO�ZLWK�DOO�FRUUHVSRQGHQFH�DULVLQJ�IURP�D�
JRYHUQRUV¶�PHHWLQJ�DQG�WR�HQVXUH�WKDW�DQ\�IROORZ�XS�
DFWLRQ�LV�WDNHQ��ZLWKLQ�DJUHHG�WLPHVFDOHV��UHFRUG�WKH�
DWWHQGDQFH�RI�JRYHUQRUV�DW�WKH�PHHWLQJ�DQG�WDNH�
DSSURSULDWH�DFWLRQ�UH�DEVHQFHV��

��� 7R�HQVXUH�WKDW�DFFXUDWH�GUDIW�PLQXWHV�DUH�SURGXFHG�
ZLWKLQ�WKH�DJUHHG�WLPHVFDOH�DQG�TXDOLW\�VWDQGDUG��

��� 7R�DWWHQG�WHUPO\�EULHILQJ�PHHWLQJV�IRU�&OHUNV�WR�
*RYHUQRUV�DQG�RWKHU�WUDLQLQJ�HYHQWV��

��� 7R�OLDLVH�ZLWK�WKH�EXVLQHVV�VXSSRUW�RIILFHU��JRYHUQRUV�
VHUYLFHV��RQ�DOO�DGPLQLVWUDWLYH�PDWWHUV�UHODWLQJ�WR�FOHUNLQJ�
RI�JRYHUQLQJ�ERGLHV��

��� 7R�NHHS�XS�WR�GDWH�ZLWK�FRUUHFW�HGXFDWLRQDO�
GHYHORSPHQWV�DQG�OHJLVODWLRQ�DIIHFWLQJ�VFKRRO�
JRYHUQDQFH��

��� 7R�LQIRUP�WKH�WHDP�PDQDJHU�RI�DQ\�PDWWHUV�RI�
VLJQLILFDQFH�UHODWLQJ�WR�JRYHUQLQJ�ERGLHV��

�

Key Accountabilities 
�
��� 7R�SURMHFW�D�SRVLWLYH�LPDJH�RI�1RWWLQJKDPVKLUH�&RXQW\�
&RXQFLO�DQG�*RYHUQRU�6HUYLFHV�WR�WKH�SXEOLF��7R�ZRUN�LQ�
D�FROODERUDWLYH�PDQQHU�ZLWK�FROOHDJXHV�WR�VXSSRUW�WKH�
PDLQ�REMHFWLYH�RI�VFKRROV�LQ�LPSURYLQJ�WKH�TXDOLW\�RI�
WHDFKLQJ�DQG�OHDUQLQJ�DQG�WKH�DFKLHYHPHQWV�RI�SXSLOV��

��� 7R�LGHQWLI\�RSSRUWXQLWLHV�IRU�LPSURYHPHQW�LQ�VHUYLFHV�DQG�
V\VWHPV�ZLWKLQ�WKH�DUHD�RI�ZRUN�XQGHUWDNHQ�WR�HQVXUH�
ERWK�DSSURSULDWH�VWDQGDUGV�RI�FDUH�IRU�WKH�FXVWRPHU�DQG�
WKH�&RXQW\�&RXQFLO¶V�UHTXLUHPHQWV�LQ�UHVSHFW�RI�TXDOLW\�
DQG�FRVW�HIIHFWLYHQHVV�DUH�PHW��

��� 7R�XVH�UHVRXUFHV�DOORFDWHG�HIILFLHQWO\��VDIHO\�DQG�
UHVSRQVLEO\�ZLWKLQ�WKH�DUHD�RI�ZRUN�XQGHUWDNHQ��

��� 7R�VHHN�WR�GHYHORS�VNLOOV�WR�PHHW�WKH�UHTXLUHPHQWV�RI�WKH�
MRE�DQG�WR�UHVSRQG�IOH[LEO\�WR�FKDQJH�WR�PHHW�WKH�
SODQQHG�EXVLQHVV�UHTXLUHPHQWV�RI�WKH�GHSDUWPHQW���7R�
SDUWLFLSDWH�LQ��DQG�FRQWULEXWH�WR��DQ�HIIHFWLYH�
SHUIRUPDQFH�PDQDJHPHQW�VFKHPH��VWDII�GHYHORSPHQW�
DQG�WUDLQLQJ�RSSRUWXQLWLHV��

��� 7R�DFW�UHVSRQVLEO\�DV�D�PHPEHU�RI�VWDII�WR�HVWDEOLVK�WKH�
WUXVW��FRQILGHQFH�DQG�VXSSRUW�RI�PDQDJHUV�DQG�FROOHDJXHV
DQG�WR�PDLQWDLQ�HIIHFWLYH�ZRUNLQJ�UHODWLRQVKLSV�ZLWK�ERWK��7
FRQWULEXWH�WRZDUGV�D�ZRUNLQJ�FXOWXUH�DQG�HQYLURQPHQW�ZKLF
LV�HIIHFWLYH��HIILFLHQW��VDIH��FRQVLGHUDWH�DQG�VXSSRUWLYH�DQG
ZKLFK�SURPRWHV�HTXDO�RSSRUWXQLWLHV���

��� 7R�ZRUN�ZLWKLQ�D�VHW�RI�DJUHHG�RSHUDWLRQDO�SULQFLSOHV�IRU�
WKH�GLYLVLRQ��



�

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

�

�

Person Specification 

Education and Knowledge 

��� *&6(�(QJOLVK�ODQJXDJH�JUDGHV�$�&�RU�HTXLYDOHQW�
��� 8QGHUVWDQGLQJ�RI�WKH�LPSRUWDQFH�RI�VRXQG�DGPLQLVWUDWLYH�
SURFHGXUHV�

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�



��� $Q�XQGHUVWDQGLQJ�RI�HGXFDWLRQDO�LVVXHV�
��� $Q�XQGHUVWDQGLQJ�RI�WKH�UROHV�DQG�OHJDO�UHVSRQVLELOLWLHV�RI�
D�JRYHUQLQJ�ERG\�

��� .QRZOHGJH�RI�(TXDO�RSSRUWXQLWLHV�LVVXHV�DQG�KXPDQ�
ULJKWV�OHJLVODWLRQ�

��� .QRZOHGJH�RI�JRYHUQLQJ�ERG\�SURFHGXUHV�

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 

����([SHULHQFH�RI�ZRUNLQJ�ZLWK�DQ�HGXFDWLRQ�VHUYLFH�RU�ZLWK�D�
ORFDO�DXWKRULW\�

����([SHULHQFH�RI�DWWHQGLQJ�IRUPDO�PHHWLQJV�DQG�DQ�
XQGHUVWDQGLQJ�RI�SURFHGXUH�

Role Dimensions 

����+LJK�TXDOLW\�RUDO�DQG�ZULWWHQ�FRPPXQLFDWLRQ�
����$EOH�WR�GHPRQVWUDWH�JRRG�OLVWHQLQJ�VNLOOV�
����$ELOLW\�WR�ZRUN�RQ�RZQ�LQLWLDWLYH�DQG�DV�D�PHPEHU�RI�D�WHDP�
����(IIHFWLYH�LQWHUSHUVRQDO�VNLOOV��GLSORPDF\��SDWLHQFH�DQG�WKH�DELOLW\�WR�DGYLVH�RQ�SROLF\�PDWWHUV�
����7KH�DELOLW\�WR�WDNH�DQG�SURGXFH�DFFXUDWH�PLQXWHV�
����7R�EH�DZDUH�RI�WKH�QHHG�IRU�FRQILGHQWLDOLW\�
����%H�DEOH�WR�RUJDQLVH�WLPH�DQG�ZRUN�WR�GHDGOLQHV�
����)DPLOLDU�ZLWK�,7�SDFNDJHV�LQFOXGLQJ�ZRUG�SURFHVVLQJ�
����7UDQVSRUW�DEOH�WR�WUDYHO�WR�PHHWLQJV�
����$Q�LQWHUHVW�LQ�HGXFDWLRQDO�LVVXHV�LQ�UHODWLRQ�WR�VFKRROV�DQG�JRYHUQLQJ�ERGLHV�
����$WWHQGDQFH�DW�GD\�WLPH�WUDLQLQJ�DQG�EULHILQJ�VHVVLRQV�DQG�HYHQLQJ�PHHWLQJV�
����7R�EH�HDVLO\�FRQWDFWDEOH�
����3RVLWLYH�DWWLWXGH�WR�SHUVRQDO�GHYHORSPHQW�DQG�WUDLQLQJ������������������������������������������������������������������������������������������

�����������
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