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Title 
 
/RFDO�%XV�	�6FKRRO�7UDQVSRUW�
$VVLVWDQW�(Tier 7 Junior Role)�

Department 
 
7UDQVSRUW�	�7UDYHO�6HUYLFHV�±�7UDQVSRUW�6ROXWLRQV 

Post Ref. 
 
Indicative Grade 3 

Job Purpose 
�
7R�GHOLYHU�WKH�$XWKRULWLHV�WUDQVSRUW�SROLFLHV��HYDOXDWLQJ�FRPPLVVLRQLQJ�UHTXHVWV�DQG�VHFXULQJ�WKH�EHVW�YDOXH�RXWFRPH����
�

Key Responsibilities 
�
��� 7R�VXSSRUW�WKH�GHOLYHU\�RI�D�ZLGH�UDQJH�RI�VSHFLDOLVHG�WUDQVSRUW��
LQFOXGLQJ� ORFDO� EXV�� KRPH� WR� VFKRRO� DQG� FRPPXQLW\� WUDQVSRUW�
SURYLGLQJ�VROXWLRQV�IRU�LQWHUQDO�DQG�H[WHUQDO�FOLHQWV���

��� 7R�PRQLWRU�FRQWUDFW�SHUIRUPDQFH�DQG�LQYHVWLJDWH�LVVXHV�UHSRUWHG�
E\�VHUYLFH�XVHUV�RU�FOLHQWV���

��� 7R�HQVXUH� WKDW�1DWLRQDO�DQG�&RXQW\�&RXQFLO� VDIHJXDUGLQJ�DQG�
FKLOG�SURWHFWLRQ�PHDVXUHV�DUH�IROORZHG���

��� 7R� DVVLVW� WKH� 7UDYHO� DVVLVWDQFH� HOLJLELOLW\� VHFWLRQ� LQ� DVVHVVLQJ�
DSSOLFDWLRQV���

��� 7R� EH� UHVSRQVLEOH� IRU� WKH� SURFXUHPHQW� DQG� HYDOXDWLRQ� RI� EHVW�
YDOXH�DG�KRF�WUDQVSRUW�IRU�FOLHQW�GHSDUWPHQWV���

��� 7R� UHYLHZ� DQG� DQDO\VH� FRQWUDFW� SHUIRUPDQFH� DQG� SUDFWLFH�
DJDLQVW�DJUHHG�VSHFLILFDWLRQ�RU�VHUYLFH�OHYHO�DJUHHPHQWV�DQG�WR�
DVVLVW� LQ� VHUYLFH� UHYLHZV�DQG�ZLGHU� RSSRUWXQLWLHV� IRU� HIILFLHQF\�
VDYLQJV�LQFOXGLQJ�VLWH�YLVLWV�DFURVV�WKH�&RXQW\���

��� $VVHVV� VHUYLFH� GHYHORSPHQW� RSSRUWXQLWLHV� LQ� FRQMXQFWLRQ� ZLWK�
FROOHDJXHV�� FOLHQWV�� PHPEHUV� RI� WKH� SXEOLF� DQG� RWKHU�
VWDNHKROGHUV���

��� 8VLQJ�EHVSRNH�VRIWZDUH�V\VWHPV�WR�PDLQWDLQ�DFFXUDWH�ILQDQFLDO�
DQG�FOLHQW�LQIRUPDWLRQ�DQG�WR�FUHDWH�UHSRUWV�DV�UHTXLUHG���

��� 7R� YHULI\� SD\PHQWV� WR� VXSSOLHUV� DQG� FOLHQWV� DQG� WR� PRQLWRU�
UHYHQXH�UHWXUQV�ZKHUH�DSSURSULDWH���

����7R� VXSSRUW� WKH� 7UDQVSRUW� 2IILFHUV� LQ� GHOLYHULQJ� WKH� VHUYLFH�
SULRULWLHV�DQG�WR�GHSXWLVH�IRU�WKH�2IILFHUV�ZKHQ�UHTXLUHG���

Key Accountabilities 
�
7UDQVSRUW� UHTXHVWV�DUH�DFWLRQHG�ZLWKLQ�DSSURSULDWH� WLPHVFDOHV��
(QVXULQJ�WKDW�DOO�VHUYLFH�XVHUV�DUH�WUHDWHG�LQ��
DFFRUGDQFH�ZLWK�WKH�&XVWRPHU�&DUH�3ROLF\��
$OO� FRQWUDFWV� RSHUDWH� LQ� DFFRUGDQFH� ZLWK� VHUYLFH� VSHFLILFDWLRQV�
DQG�LVVXHV�RU�GLVSXWHV�DUH�UHVROYHG���
$OO�WUDQVSRUW�LV�SURYLGHG�LQ�D�VDIH�PDQQHU�RIIHULQJ�SURWHFWLRQ�DQG�
VHFXULW\�WR�YXOQHUDEOH�XVHUV���
$OO�WUDYHO�DZDUGV�DUH�VFUXWLQLVHG�DQG�DZDUGHG�ZLWKLQ�SROLF\�DQG�
EXGJHWDU\�JXLGHOLQHV��
7UDQVSRUW�VROXWLRQV�DUH�GHOLYHUHG�ZLWKLQ�WKH�DOORFDWHG�EXGJHW���
��
&RQWUDFWV�DQG�VHUYLFHV�DUH�GHOLYHUHG�SURSHUO\�DQG�RSSRUWXQLWLHV�
IRU�HIILFLHQF\�VDYLQJV�DUH�LGHQWLILHG�DQG�LPSOHPHQWHG���
��
6HUYLFH�HIILFLHQFLHV�DUH�SURSHUO\�LQYHVWLJDWHG�DQG�FRPPXQLFDWHG�
WR�DOO�VWDNHKROGHUV�HQVXULQJ�SUDFWLFDO�DQG�GHOLYHUDEOH�VROXWLRQV�DUH�
IRXQG���
&OLHQW� GHSDUWPHQWV� DQG� FRPPLVVLRQLQJ� RIILFHUV� KDYH� DFFXUDWH�
DQG�WLPHO\�EXGJHW�LQIRUPDWLRQ���
6XSSOLHUV� DQG� FOLHQWV� UHFHLYH� SURPSW� SD\PHQW� DQG� UHYHQXH�
VWUHDPV�DUH�UHFRUGHG�HIILFLHQWO\���
7KH�7UDQVSRUW�6ROXWLRQV�WHDP�SURYLGHV�D�KLJK�TXDOLW\�DQG�UHOLDEOH�
VHUYLFH�WR�DOO�FOLHQWV���
$OO�FOLHQWV�DUH�VDWLVILHG�ZLWK�WKH�VHUYLFH�SURYLGHG��
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����7R� GHDO� GLUHFWO\�ZLWK� FOLHQWV� DQG� VXSSOLHUV�ZLWK� D� KLJK� OHYHO� RI�
FXVWRPHU�FDUH���

�

�
�

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

Person Specification 
�

Education and Knowledge 
�
��� 194�OHYHO���LQ�EXVLQHVV�PDQDJHPHQW�RU�HTXLYDOHQW���

�

��� 8QGHUVWDQGLQJ�DQG�H[SHULHQFH�RI�FXVWRPHU�IRFXVVHG�GHOLYHU\���
��

��� 8QGHUVWDQGLQJ�RI�VSHFLDOLVW�WUDQVSRUW�VHUYLFHV��LQ�SDUWLFXODU�IRU��
�����������WKRVH�ZLWK�OHDUQLQJ�RU�SK\VLFDO�GLIILFXOWLHV���

��
��� 8QGHUVWDQGLQJ�RI�WKH�&RXQW\�&RXQFLOV�KRPH�WR�VFKRRO�WUDQVSRUW�

SROLFLHV���
��
��� .QRZOHGJH� DQG� XQGHUVWDQGLQJ� RI� 6DIHJXDUGLQJ� DQG� FKLOG�
SURWHFWLRQ�LVVXHV���
��

��� $ELOLW\�WR�FROOHFW��DQDO\VH�DQG�LQWHUSUHW�GDWD���

��
��� *HRJUDSKLFDO�NQRZOHGJH�RI�1RWWLQJKDPVKLUH�DQG�VXUURXQGLQJ�
DUHDV���
��

��� 7KH�DELOLW\�WR�UHVSRQG�VHQVLWLYHO\�WR�FXVWRPHUV�ZKHUH�WKHUH�PD\�
EH�HPRWLRQDO�FRQFHUQV�RU�FRQIOLFW���
�

��� $�IXOO�8.�GULYLQJ�OLFHQFH�LV�UHTXLUHG��
�
�
�
�
�

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��
��

����$ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�GHOLYHU\�WDUJHWV�WKURXJK�
HIIHFWLYH�SODQQLQJ�DQG�XVH�RI�UHVRXUFHV���

�
����$� KLJK� OHYHO� RI� DFFXUDF\� LQ� UHFRUGLQJ� DQG� UHSRUWLQJ� ILQDQFLDO�
GHWDLOV�DQG�RSHUDWLRQDO�LVVXHV���
�

����$ELOLW\� WR� PDNH� GHFLVLRQV� DQG� VROYH� SUREOHPV� WR� PHHW�
RSHUDWLRQDO�WDUJHWV�DQG�WR�SULRULWLVH�WKH�UHVRXUFHV�DYDLODEOH��

��
����6WURQJ� LQWHUSHUVRQDO� VNLOOV� WR� QHJRWLDWH� DQG� PHGLDWH� ZLWK�
FRPPLVVLRQLQJ�RIILFHUV�DQG�FXVWRPHUV�
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Experience 
�
��� ([SHULHQFH�RI�YHUEDO�DQG�ZULWWHQ�FRPPXQLFDWLRQ�ZLWK�
FXVWRPHUV��SDUWQHUV�DQG�WHDP�PHPEHUV���
�

��� ([SHULHQFH�RI�D�WUDQVSRUW�UHODWHG�HQYLURQPHQW��LQFOXGLQJ�WKH�
XQGHUVWDQGLQJ�RI�WLPHWDEOHV��VFKHGXOHV�DQG�YHKLFOH�ZRUNLQJV���
�

��� *RRG�XQGHUVWDQGLQJ�RI�,�7�V\VWHPV�LQFOXGLQJ�VSHFLDOLVW�
WHFKQLFDO�V\VWHPV��
�
�

Role Dimensions 
�
��� 7R�VXSSRUW�WKH�GHOLYHU\�RI�WKH�/RFDO�%XV�	�6FKRRO�7UDQVSRUW�WHDPV�REMHFWLYHV� �

�

��� 7R�HQVXUH�SURFXUHPHQW�RI�VHUYLFHV�IROORZ�EHVW�YDOXH�SULQFLSOHV� �

�

��� 7R�HQVXUH�D�SURIHVVLRQDO�DQG�UHOLDEOH�VHUYLFH�LV�GHOLYHUHG�WR�DOO�FOLHQWV�WKURXJK�RYHU�����FRQWUDFW�VHUYLFHV�FDUU\LQJ�RYHU������
SDVVHQJHUV�SHU�GD\� �
�

��� 7R�HQVXUH�DFFXUDWH�LQIRUPDWLRQ�DQG�GDWD�LV�DYDLODEOH�WR�6HQLRU�0DQDJHUV�DQG�FOLHQW�GHSDUWPHQWV��
�
�

Please attach a structure chart 

�
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