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Title 
,&'6�±�6SHFLDOLVW�6XSSRUW�7HDP�
/HYHO���6XSSRUW�:RUNHU�
*UDGH����
 

Department 
&KLOGUHQ�DQG�)DPLOLHV�
&RPPLVVLRQLQJ�DQG�5HVRXUFHV 

Post Ref. 
      

Job Purpose 

x� 7R�SURYLGH�SHUVRQDO���SUDFWLFDO���VRFLDO�VXSSRUW�IRU�GLVDEOHG�FKLOGUHQ�\RXQJ�SHRSOH�LQ�YDULRXV�VHWWLQJV��7KLV�FDQ�LQFOXGH��WKH�
FKLOG�\RXQJ�SHUVRQ¶V�RZQ�KRPH��WKHLU�ORFDO�FRPPXQLW\�RU�JURXS�VHWWLQJV��WDNLQJ�LQGLYLGXDO�UHVSRQVLELOLW\�IRU�WKH�FKLOG�\RXQJ�SHUVRQ�±�
LQ�WKH�UROH�RI�SDUHQW���FDUHU��

x� 7R�EH�FKLOGUHQ�\RXQJ�SHUVRQ�FHQWUHG�E\�IRFXVLQJ�RQ��LQFUHDVLQJ�LQGHSHQGHQFH��DFKLHYLQJ�SRVLWLYH�RXWFRPHV�DQG�RIIHULQJ�
PHDQLQJIXO�FKRLFHV��

�

Key Responsibilities 
�
�

��� 7R�SURYLGH�WKH�VXSSRUW�ZKLFK�KDV�EHHQ�DJUHHG�DQG�PHHWV�
WKH�FKLOG�\RXQJ�SHUVRQ¶V�QHHGV��ZKLOVW�UHVSHFWLQJ�SULYDF\�
DQG�GLJQLW\�EXW�DFNQRZOHGJHV�ZLVKHV�DQG�IHHOLQJV��
�

��� 7R�SURYLGH�SHUVRQDO�DQG�LQWLPDWH�FDUH�ZKHUH�UHTXLUHG�
�
��� 7R�ZRUN�SRVLWLYHO\�ZLWK�FKLOGUHQ�\RXQJ�SHRSOH�ZKR�GLVSOD\�
EHKDYLRXU�WKDW�FKDOOHQJHV�

�
��� 7R�DGPLQLVWHU�PHGLFDWLRQ�RU�KHDOWK�SURFHGXUHV�ZKHUH�
DJUHHG�DQG�FRPSHWHQF\�WUDLQHG�IRU�DQG�ZRUNLQJ�ZLWKLQ�
DJUHHG�+HDOWK�3URWRFROV�

�
��� 7R�SURPRWH�DQG�HQFRXUDJH�WKH�LQGHSHQGHQFH��VHOI�
HVWHHP�DQG�SRVLWLYH�LGHQWLW\�RI�WKH�FKLOGUHQ�\RXQJ�SHRSOH�
LQ�YDULRXV�VHWWLQJV��

�

Key Accountabilities 
�
��� (QVXUH�WKH�FRPSOHWLRQ�RI�DSSURSULDWH�UHFRUGV�RI�SODQQHG�
ZRUN�DQG�WKH�ZRUN�XQGHUWDNHQ��LQFOXGLQJ�TXDOLW\�DVVXUDQFH�
UHTXLUHPHQWV�
�

��� 'HYHORS�DQG�LPSOHPHQW�VWUDWHJLHV�WR�FHOHEUDWH�GLYHUVLW\�
DQG�SURPRWH�DQWL�RSSUHVVLYH�YDOXHV�DQG�DWWLWXGHV�

�
��� (QVXUH�ZRUN�XQGHUWDNHQ�FRPSOLHV�ZLWK�+HDOWK�DQG�6DIHW\�
UHTXLUHPHQWV��

�
��� (QVXUH�WKDW�WKH�QHHGV�RI�FKLOGUHQ�DQG�\RXQJ�SHRSOH�LQ�
UHODWLRQ�WR�VXSSRUW�DQG�DFWLYLWLHV�DUH�JDWKHUHG�DQG�
UHFRUGHG�

�
��� :RUN�HIILFLHQWO\�DQG�HIIHFWLYHO\�WR�VXSSRUW�RSHUDWLRQDO�
VHUYLFHV�

�
��� (QVXUH�ZRUN�LV�LQ�OLQH�ZLWK�1&&�6DIHJXDUGLQJ�SURFHGXUHV�

�
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��� 7R�SURPRWH�DQG�HQFRXUDJH�WKH�LQYROYHPHQW�DQG�
HPSRZHUPHQW�RI�WKH�FKLOGUHQ�\RXQJ�SHRSOH��HVSHFLDOO\�
ZKHQ�DFFHVVLQJ�WKH�FRPPXQLW\��

��� 7R�EH�WUDLQHG�WR�XVH�DQ\�HTXLSPHQW�DV�GLUHFWHG�LQ�WKH�
FKLOG�\RXQJ�SHUVRQ¶V�SODQ�
�

��� 7R�VXSSRUW�DQG�HQFRXUDJH�FKLOGUHQ�\RXQJ�SHRSOH�WR�ZRUN�
WRZDUGV���DFKLHYH�LGHQWLILHG�RXWFRPHV�

�
��� 7R�ZRUN�ZLWK�IDPLOLHV�WR�VXSSRUW�IDPLO\�IXQFWLRQLQJ�DQG�
HQMR\�IDPLO\�WLPH�

�
����7R�OHDG�RQ�VXSSRUW�ZLWK�FROOHDJXHV�ZKHUH�LW�KDV�EHHQ�
DVVHVVHG�WKDW���ZRUNHUV�DUH�UHTXLUHG�WR�HQVXUH�WKH�
+HDOWK�	6DIHW\�RI�WKH�\RXQJ�SHUVRQ�DQG�VWDII�

�
����7R�LGHQWLI\�DQG�UHFRUG�REVHUYHG�FKDQJHV�LQ�WKH�\RXQJ�
SHUVRQ�DQG�FRQWULEXWH�WR�WKHLU�VXSSRUW�SODQQLQJ�DQG�
UHYLHZ�

�
����7R�NHHS�DFFXUDWH�UHFRUGV�DQG�DGKHUH�WR�VDIHJXDUGLQJ�
SURFHGXUHV�

�
����7R�PDLQWDLQ�FXUUHQW�NQRZOHGJH�RI�SUDFWLFH�LVVXHV�DQG�
GHYHORSPHQWV�LQ�WKH�VHUYLFH�DUHD�

�
����7R�UHFHLYH�VXSHUYLVLRQ�DQG�WUDLQLQJ��DQG�FRQWULEXWH�WR�WKH�
HIILFLHQF\�RI�WKH�VHUYLFH�

�
�
�

��� (QVXUH�WKDW�UHOHYDQW�DQG�UHTXLUHG�LQIRUPDWLRQ�LV�UHSRUWHG�
WR�OLQH�PDQDJHU��

�
�

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 
�
��� %DVLF�TXDOLILFDWLRQV�LQ�1XPHUDF\�DQG�/LWHUDF\��
��� 194�/HYHO���LQ�+HDOWK�	�6RFLDO�&DUH���HTXLYDOHQW�±�RU�D�

ZLOOLQJQHVV�WR�ZRUN�WRZDUGV�
��� )XOO��FXUUHQW�GULYLQJ�OLFHQFH�DQG�UHJXODU�DFFHVV�WR�D�YHKLFOH�
��� .QRZOHGJH�RI�+HDOWK�	�6DIHW\�UHODWLQJ�WR�ZRUNLQJ�LQ�GLIIHUHQW�
HQYLURQPHQWV�

��� .QRZOHGJH�RI�6DIHJXDUGLQJ�FKLOGUHQ�\RXQJ�SHRSOH�
��� .QRZOHGJH�RI�WKH�FRQFHSW�RI���QHHG�IRU�FRQILGHQWLDOLW\��
�

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�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�

����$ELOLW\�WR�GHOLYHU�VXSSRUW�ZKLFK�PD[LPLVHV�WKH�LQGHSHQGHQFH�
RI�FKLOGUHQ�\RXQJ�SHRSOH��

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

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

����:RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�
LQLWLDWLYH���

����&RPPLWPHQW�WR�FRQWLQXRXV�SURIHVVLRQDO�GHYHORSPHQW�

Experience 
�
��� ([SHULHQFH�RI�ZRUNLQJ�ZLWK�FKLOGUHQ�\RXQJ�SHRSOH��SDLG�RU�
YROXQWDU\��

��� ([SHULHQFH�RI�FDULQJ�IRU�RWKHUV�SHUVRQDOO\�RU�SURIHVVLRQDOO\�
�LQFOXGLQJ�SHUVRQ�DQG�LQWLPDWH�FDUH��

��� ([SHULHQFH�RI�OHDGLQJ�5LVN�$VVHVVPHQWV���VXSSRUW�SODQV��
��� ([SHULHQFH�RI�GHDOLQJ�ZLWK�D�UDQJH�RI�FKDOOHQJLQJ�EHKDYLRXUV�
DQG�NQRZOHGJH�RI�DSSURSULDWH�VWUDWHJLHV�WR�GHDO�ZLWK�WKHVH�DV�
D�ORQH�ZRUNHU�RU�DV�D�OHDG�SURIHVVLRQDO��

��� ([SHULHQFH�LQ�WKH�XVH�RI�HTXLSPHQW�UHTXLUHG�WR�VXSSRUW�FDUH�
��� ([SHULHQFH�RI�ZRUNLQJ�ZLWKRXW�GLUHFW�VXSHUYLVLRQ�DQG�DV�SDUW�
RI�D�WHDP��
�

Role Dimensions 
�

����1R�ILQDQFLDO�UHVSRQVLELOLW\�
����1R�OLQH�PDQDJHPHQW�UHVSRQVLELOLW\�
�

Please attach a structure chart 

�
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