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Post Ref. 
      

Job Purpose 
7R�GHOLYHU�ERWK�D�GLUHFW��RU�FRQVXOWDWLYH�KLJK�TXDOLW\�VHQVRU\�DGYLFH�DVVHVVPHQW�VHUYLFH�IRU�LGHQWLILHG�FKLOGUHQ�DQG�\RXQJ�SHRSOH�ZLWK�
FRPSOH[�6(1�DQG�'LVDELOLW\�ZKR�DUH�SURJUHVVLQJ�WKURXJK�WKH�(+&3�SDWKZD\�LQ�RUGHU�WR�VXSSRUW�WKH�ORFDO�DXWKRULW\�LQ�LGHQWLI\LQJ�DQG�
QDPLQJ�DSSURSULDWH�HGXFDWLRQDO�SODFHPHQWV�LQ�WKHLU�(+&3���
3URYLVLRQ�RI�GLUHFW�SDHGLDWULF�RFFXSDWLRQDO�WKHUDS\�WR�FKLOGUHQ�DQG�\RXQJ�SHRSOH�LQ�D�VFKRRO�VHWWLQJ�XVLQJ�D�VHQVRU\�LQWHJUDWLRQ�DQG�
QHXURGHYHORSPHQWDO�DSSURDFK�WR�IDFLOLWDWHV�DQG�SURPRWH�GHYHORSPHQW��IXQFWLRQDO�DQG�DFDGHPLF�SHUIRUPDQFH��VXSSRUWLQJ�VFKRROV�WR�
VXSSRUW�RQJRLQJ�HQJDJHPHQW�DQG�DFFHVV�WR�HGXFDWLRQ��
7R�VXSSRUW�WKH�ORFDO�DXWKRULW\�LQ�GHIHQGLQJ�(+&3�FDVHV�ZKHUH�DSSHDOV�DJDLQVW�ORFDO�DXWKRULW\�GHFLVLRQV�LQ�UHVSHFW�RI�(+&3¶V�DQG�
HGXFDWLRQDO�SODFHPHQWV�DUH�UHJLVWHUHG�DW�ILUVW�WLHU�WULEXQDO��
�

Key Responsibilities 
�
�
��� 7R�FDUU\�RXW�GLUHFW�VHQVRU\�DVVHVVPHQWV��IRU�LGHQWLILHG�FKLOGUHQ�
DQG�\RXQJ�SHRSOH�ZLWK�FRPSOH[�6(1�DQG�'LVDELOLW\�ZKR�KDYH�RU�
PD\�EH�SURJUHVVLQJ�WKURXJK�WKH��(+&3�SDWKZD\��

��� 7R�SURYLGH�VSHFLDOLVW�DGYLFH�DQG�JXLGDQFH�WR�VFKRROV�LQ�UHVSHFW�
RI�WKH�DSSOLFDWLRQ�RI��UHDVRQDEOH�DGMXVWPHQWV�DQG�
HQYLURQPHQWDO�FKDQJHV�LQ�OLQH�ZLWK�1RWWLQJKDPVKLUH¶V�,QFOXVLRQ�
6WUDWHJ\�DQG�GXWLHV�RXWOLQHG�DQG�GHWDLOHG�LQ�WKH�(TXDOLW\�$FW�
������WR�VXSSRUW�DQG�IDFLOLWDWH�LPSURYHG�HGXFDWLRQDO�
HQJDJHPHQW�RI�SXSLOV�ZLWK�SRRU�VHQVRU\�UHJXODWLRQ�DQG�FRPSOH[�
6(1�DQG�GLVDELOLW\��

��� 7R�VXSSRUW�WKH�GHOLYHU\�RI�JRRG�RXWFRPHV�IRU�FKLOGUHQ�DQG�
\RXQJ�SHRSOH�WKURXJK�SURYLGLQJ�DGYLFH�DQG�JXLGDQFH�DQG�
GHOLYHU\�RI�DSSURSULDWH�VHQVRU\�GLHWV�SURJUDPPHV��

��� 7R�VXSSRUW�VHQLRU�FDVH�ZRUNHUV��FDVH�ZRUNHUV�DQG�TXDOLILHG�
2FFXSDWLRQDO�7KHUDSLVWV�ZLWK�FRPSOH[�FDVH�PDQDJHPHQW�E\�
RIIHULQJ�VSHFLDOLVW�FOLQLFDO�JXLGDQFH�LQ�UHVSHFW�RI�VHQVRU\�
SURFHVVLQJ�GLVRUGHUV�DQG�GHILFLWV�DQG�QHXURGHYHORSPHQWDO�
FRPSOH[LWLHV�

Key Accountabilities 
�
�
���7R�SURYLGH�WLPHO\�VHQVRU\�QHXUR�GHYHORSPHQWDO�
DVVHVVPHQWV�WR�VXSSRUW�,&'6�LQ�PHHWLQJ�LWV�VWDWXWRU\�
GXWLHV�LQ�UHVSHFW�RI�(+&3¶V�DQG�0HGLDWLRQ�DQG�7ULEXQDO��

���6SHFLILHG�VHUYLFH�WDUJHWV�ZLWKLQ�DJUHHG�UHVRXUFHV��
���)RU�FRPSOHWLQJ�VWDWHPHQW�RI�FDVHV�ZLWKLQ�VWDWXWRU\�
WLPHOLQHV��

���)RU�SURYLGLQJ�VSHFLDOVLW�DGYLFH�JXLGDQFH�FRQVXOWDWLRQV�LQ�
UHVSHFW�RI�FRPSOH[�VHQVDRU\�QHXUR�GHYHORSPHQWDO�FDVHV��

���)RU�UDLVLQJ�DQG�GRFXPHQWLQJ�FRQFHUQV�LQ�UHVSHFW�RI�
VDIHJDXUGLQJ��

���)RU�FRPSOHWLQJ�DFFXUDWH�WLPHO\�FDVH�UHFRUGV��
��� 3URYLGLQJ�VSHFLDOLVW�DGYLFH�LQIRUPDWLRQ�WR�6QU�PDQDJHPHQW�
WR�VXSSRUW�VWUDWHJLF�DQG�ILQDQFLDO�GHFLVLRQ�PDNLQJ��

�
�
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��� 7R�VXSSRUW�ZLWK�WKH�TXDOLW\�DVVXUDQFH�RI�(+&3¶V�HVSHFLDOO\�LQ�
UHVSHFW�RI�VHFWLRQ�%�DQG�)��

��� 7R�KROG�D�VPDOO�FDVH�ORDG��RI�FRPSOH[�FDVHV�
��� 7R�VXSSRUW�WKH�VHQLRU�FDVH�ZRUNHUV�LQ�SUHSDULQJ�WKH�ORFDO�
DXWKRULW\¶V�VWDWHPHQW�RI�FDVH�IRU�WULEXQDOV�LQ�UHVSHFW�RI�VHQVRU\�
DQG�QHXURGHYHORSPHQWDO�QHHGV�DQG�DSSURSULDWH�SURYLVLRQ�DQG�
DWWHQG�FRXUW�DV�D�GHIHQGDQW�DV�UHTXLUHG��

��� 7R�VXSSRUW�(+&3�$QQXDO�5HYLHZV�ZKHUH�UHTXLUHG��
��� 7R�SURYLGH�DQDO\VLV�DQG�FRPPHQW�RQ�LQGHSHQGHQWO\�
FRPPLVVLRQHG�VHQVRU\�UHSRUWV�WR�LQIRUP�GHFLVLRQV�LQ�UHVSHFW�RI�
WKH�QHFHVVLW\�QHHG�WR�IXQG�VSHFLDOLVW�VHQVRU\�SURYLVLRQ��

����7R�VXSSRUW�FDVH�ZRUNHUV�DW�FRPSOH[�PXOWL�DJHQF\�PHHWLQJV�DV�
QHFHVVDU\�DQG�XQGHUWDNH�VWUDWHJLF�UHYLHZ�PHHWLQJV�RI�
HGXFDWLRQ�SODFHPHQWV�LQ�PDLQWDLQHG�DQG�LQGHSHQGHQW�QRQ�
PDLQWDLQHG�VSHFLDO�VFKRROV�DQG�RWKHU�HGXFDWLRQDO�VHWWLQJV��

����7R�PDQDJH�RZQ�ZRUNORDG�HIIHFWLYHO\��PDLQWDLQLQJ�DSSURSULDWH�
FOLQLFDO�UHFRUGV�LQ�DFFRUGDQFH�ZLWK�ERWK�WKH�GHSDUWPHQWV�DQG�
,&'6�VHUYLFH�VWDQGDUGV��

����7R�PDLQWDLQ�D�FDVHORDG�WKLV�ZLOO�LQFOXGH�ULVN�PDQDJHPHQW�ZRUN�
ZLWK�WKH�DSSURSULDWH�RYHUVLJKW�DQG�GLUHFWLRQ�RI�WKH�OLQH�PDQDJHU��

����7R�KDYH�UHJDUG�DW�DOO�WLPHV�IRU�WKH�FRQILGHQWLDO�QDWXUH�RI�WKH�
ZRUN�DQG�QRW�WR�GLVFXVV�RU�GLVFORVH�LQIRUPDWLRQ�WR�XQDXWKRULVHG�
SDUWLHV��

����7R�SDUWLFLSDWH�DQG�FRQWULEXWH�WR�VXSHUYLVLRQ�VHVVLRQV��
����7R�XQGHUWDNH�6HQVRU\�'HILFLW�3URFHVVLQJ�'LVRUGHU�SUDFWLFH�
WHDFKLQJ�DV�DSSURSULDWH�DQG�WR�SDUWLFLSDWH�LQ�WKH�GHOLYHU\�RI�
'HSDUWPHQW�DQG�LQWHU�DJHQF\�WUDLQLQJ�DV�UHTXLUHG��

����7R�FRQWULEXWH�WR�ORFDO�DQG�QDWLRQDO�SHUIRUPDQFH�LQGLFDWRUV�IRU�
FKLOGUHQ¶V�VHUYLFHV�DV�ZHOO�DV�DFKLHYLQJ�GHSDUWPHQW�DQG�VHUYLFH�
WDUJHWV�DQG�VWDQGDUGV��

����7R�ZRUN�LQ�DFFRUGDQFH�ZLWK�WKH�+HDOWK�DQG�6DIHW\�SROLF\�DQG�
OHJLVODWLRQ��

����7R�EH�DZDUH�RI�WKH�UHTXLUHPHQWV�RI�WKH�'DWD�3URWHFWLRQ�$FW��
*'35��DQG�RWKHU�OHJLVODWLRQ��HQVXULQJ�FRQILGHQWLDOLW\�RI�
LQIRUPDWLRQ�LQ�UHVSHFW�RI�UHFRUGV�PDLQWDLQHG�DQG�WDVNV�
XQGHUWDNHQ��

����$Q\�RWKHU�GXWLHV�ZKLFK�PD\�UHDVRQDEO\�EH�UHJDUGHG�DV�ZLWKLQ�
WKH�QDWXUH�RI�WKH�UHVSRQVLELOLWLHV�JUDGH�RI�WKH�SRVW�DV�GHILQHG��
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VXEMHFW�WR�WKH�SURYLVR�WKDW�QRUPDOO\�DQ\�FKDQJHV�RI�D�SHUPDQHW�
QDWXUH�VKDOO�EH�LQFRUSRUDWHG�LQWR�WKH�MRE�GHVFULSWLRQ�LQ�VSHFLILF�
WHUPV��

����.QRZOHGJH�RI�HTXLW\�DQG�'LYHUVLW\�LVVXHV�DQG�WKHLU�UHOHYDQFH�WR�
SUDFWLFH��

����7R�VXSSRUW�WKH�FRQWLQXDO�LPSURYHPHQW�F\FOH�E\�VXSSRUWLQJ�WKH�
TXDOLW\�DVVXUDQFH�RI��WKH�ZRUN�RI�WKH�,&'6�RIILFHUV�DQG�
XQGHUWDNLQJ�FDVH�DXGLWV�DV�SDUW�RI�WKH�GHSDUWPHQW�4XDOLW\�
$VVXUDQFH�)UDPHZRUN�

����$OHUW�WKH�7HDP�0DQDJHU�WR�DQ\�VDIHJXDUGLQJ�FRQFHUQV�DQG�
HQVXUH�VDIHJXDUGLQJ�SURWRFRO�KDV�EHHQ�IROORZHG��

����7R�VXSSRUW�VFKRROV�ZLWK�WUDQVLWLRQ�SODQQLQJ�EHWZHHQ�NH\�VWDJHV�
RU�VFKRROV��RIIHULQJ�VSHFLDOLVW�DGYLFH�DQG�JXLGDQFH��HQVXULQJ�D�
VXFFHVVIXO�DQG�VWDELOLVHG�HGXFDWLRQDO�SODFHPHQW�ZKHUHYHU�
SRVVLEOH����

����7R�FRQWULEXWH�WR�WKH�ILQDQFLDO�PDQDJHPHQW�RI�WKH�VFKRRO¶V�+LJK�
1HHGV�%XGJHW�WKURXJK�SUHSDULQJ�FDVHV�IRU�WKH�6SHFLDOLVW�
3URYLVLRQ�3DQHO��HQVXULQJ�WKDW�DOO�UHOHYDQW�DYHQXHV�RI�VXSSRUW�
DQG�SURYLVLRQ�LQ�UHVSHFW�RI�6HQVRU\�LVVXHV�KDYH�EHHQ�H[SORUHG�
EHIRUH�UHTXHVWLQJ�PRUH�FRVWO\�LQWHUYHQWLRQV�SURYLVLRQ�

����7R�HQVXUH�WKDW�SODQV�DQG�LQWHUYHQWLRQV�VXSSRUW�\RXQJ�SHRSOH�WR�
SUHSDUH�IRU�DGXOWKRRG��:RUNLQJ�LQ�SDUWQHUVKLS�ZLWK�VFKRROV�DQG�
IDPLOLHV�DV�DSSURSULDWH�WR�VXSSRUW�WKHP�LQ�WKH�FRQVLVWHQW�
DSSOLFDWLRQ�RI�VSHFLDOLVW�VHQVRU\�DGYLFH�JXLGDQFH�DQG�WRROV�
HQVXULQJ�WKDW�VWUDWHJLHV�EHFRPH�HPEHGGHG�DV�OLIH�ORQJ�
VWUDWHJLHV�WR�PDQDJH�VHQVRU\�GH�UHJXODWLRQ�DQG�WKXV�VXSSRUWLQJ�
WKH�SRVLWLYH�WUDQVLWLRQ�RI�\RXQJ�SHRSOH�ZLWK�6SHFLDO�(GXFDWLRQDO�
1HHGV�DQG�'LVDELOLW\�LQWR�DGXOW�VHUYLFHV��

�

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 
�
�
��� 2FFXSDWLRQDO�7KHUDSLVW��',3&27�%6F��
��� $SSURYHG�VHQVRU\�SUDFWLWLRQHU��4XDOLILHG�WR�/HYHO����WKURXJK�
WKH�6,�1HWZRUN���RU�TXDOLILHG�XS�WR�/HYHO���DQG�DFWLYHO\�
ZRUNLQJ�WRZDUGV�OHYHO�����

��� 5HJLVWHUHG�ZLWK�WKH�+HDOWK�3URIHVVLRQDO�&RXQFLO�
��� &XUUHQW�IXOO�GULYLQJ�OLFHQFH�DQG�XVH�RI�D�FDU�WKDW�LV�LQVXUHG�IRU�
EXVLQHVV�SXUSRVHV��

��� (YLGHQFH�RI�FRQWLQXHG�SURIHVVLRQDO�GHYHORSPHQW��

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�VWDQGDUG��

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

����$EOH�WR�HPSRZHU�FKLOGUHQ�\RXQJ�SHRSOH�DQG�WKRVH�ZRUNLQJ�
ZLWK�WKHP�HPEHG�DQG�DSSO\�VROXWLRQ�IRFXVHG�VWUDWHJLHV�WR�
GHYHORS�D�JUHDWHU�OHYHO�RI�LQGHSHQGHQFH�DQG�VHOI�UHJXODWLRQ���

����$ELOLW\�WR�UHFRJQLVH�VWUHVV�LQ�VHOI�DQG�GHYLVH�DSSURSULDWH�
VWUDWHJLHV�WR�GHDO�ZLWK�LW��

�����$ELOLW\�WR�EH�IOH[LEOH�LQ�RUGHU�WR�PHHW�WKH�VHUYLFH�GHPDQGV��
����$QWLFLSDWHV�FXVWRPHU�QHHGV�WR�SURYLGH�H[FHOOHQW�VHUYLFH�
FRQWLQXDOO\�VWULYLQJ�WR�LPSURYH�HIILFLHQF\�DQG�HIIHFWLYHQHVV��

����$ELOLW\�WR�UHFRJQLVH�VWUHVV�LQ�VHOI�DQG�GHYLVH�DSSURSULDWH�
VWUDWHJLHV�WR�GHDO�ZLWK�LW��

����$ELOLW\�WR�VROYH�SUREOHPV�LQ�IOH[LEOH�DQG�FUHDWLYH�ZD\V�DQG�
DSSO\�QHZ�LQIRUPDWLRQ�TXLFNO\�

����$ELOLW\�WR�FKDOOHQJH�LQ�D�SRVLWLYH�SURIHVVLRQDO�ZD\��

Experience 
�
�
����3URIHVVLRQDO�GHJUHH�LQ�2FFXSDWLRQDO�7KHUDS\�RU�
3K\VLRWKHUDS\�

����3RVW�JUDGXDWH�TXDOLILFDWLRQ�LQ�6HQVRU\�,QWHJUDWLRQ�XS�WR�OHYHO���
RU�DERYH��RU�ZRUNLQJ�WRZDUGV�OHYHO����

����0LQLPXP�RI���\HDUV¶�H[SHULHQFH�RI�ZRUNLQJ�LQ�D�FKLOGUHQ�
VHUYLFHV�DUHD��

����([WHQVLYH�UHOHYDQW�SRVW�TXDOLILFDWLRQ�H[SHULHQFH�DV�D�TXDOLILHG�
WKHUDSLVW��ZRUNLQJ�ZLWK�GLVDEOHG�FKLOGUHQ�DQG�WKHLU�IDPLOLHV��

����([FHOOHQW�NQRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�FRPSOH[�FDVH�
PDQDJHPHQW�RI��

����([SHULHQFH�RI�ZRUNLQJ�ZLWK�FKLOGUHQ�DQG�IDPLOLHV�ZKR�SUHVHQW�
ZLWK�KLJKO\�FRPSOH[�QHHGV�DQG�RIIHULQJ�FUHDWLYH��SUDJPDWLF�
DQG�ZRUNDEOH�VROXWLRQV�

����.QRZOHGJH��XQGHUVWDQGLQJ�DQG�H[SHULHQFH��RI�6(1'�
OHJLVODWLRQ�

����.QRZOHGJH�RI�WKH�EDUULHUV�IDFLQJ�FKLOGUHQ�DQG�\RXQJ�SHRSOH�
ZLWK�6(1'�DQG�WKH�FKDOOHQJH�RI�LQFOXVLRQ�

����([SHULHQFH�RI�PDQDJLQJ�DQG�JXLGLQJ�VWDII�HIIHFWLYHO\��
����([SHULHQFH�RI�VROXWLRQ�IRFXVVHG�SODQQLQJ�LQ�RUGHU�WR�UHVROYH�
FRPSOH[�FDVHZRUN�LVVXHV��
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Role Dimensions 
�

����7R�FRPSOHWH�FRPSUHKHQVLYH�DVVHVVPHQWV�LGHQWLI\LQJ�VHQVRU\�GHILFLWV��$SSO\LQJ�VSHFLDOLVW�NQRZOHGJH�DQG�PDNH�DSSURSULDWH�SURYLVLRQ�RI�
VHQVRU\�GLHWV�DGYLFH�DQG�JXLGDQFH�WR�PHHW�LGHQWLILHG�DVVHVVHG�QHHGV��

����7R�SURYLGH�VXSSRUW�DQG�PHQWRUVKLS�WR�,&'6�RIILFHUV�LQ�UHVSHFW�RI�FRPSOH[�VHQVRU\�QHXUR�GHYHORSPHQWDO�FDVHV�
����7R�SURYLGH�LQ�VHUYLFH�WUDLQLQJ�WHDPV�DQG�SURIHVVLRQDO�FROOHDJXHV�WR�SURPRWH�DQG�SURJUHVV�LPSURYHG�FROODERUDWLYH�ZRUNLQJ�UHODWLRQVKLSV��
����7R�SURYLGH�DQG�RIIHU�SURIHVVLRQDO�FOLQLFDO�GHIHQFH�DW�)LUVW�7LHU�7ULEXQDO��&RXUW�DUHD��
���� ,QVHUW�ILQDQFLDO�UHVSRQVLELOLW\�
���� ,QVHUW�VWDII���1R�RI�GLUHFW�UHSRUWV��

Please attach a structure chart 

�
'DWH�� � � � � �


