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Title 
6HQLRU�3URIHVVLRQDO�3UDFWLWLRQHU��*RYHUQLQJ�
%RG\�6XSSRUW� 

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

Post Ref. 
      

Job Purpose 
7R�FR�RUGLQDWH�DQG�SURYLGH�SURIHVVLRQDO�OHDGHUVKLS�DQG�DGYLFH�WR�*RYHUQLQJ�%RG\�6HUYLFHV�DQG�LQ�WXUQ�WR�VFKRRO�DFDGHP\�JRYHUQLQJ�
ERGLHV�WR�HQDEOH�WKHP�WR�IXOILO�WKHLU�VWUDWHJLF�OHDGHUVKLS�UROHV�DQG�GLVFKDUJH�WKHLU�UHOHYDQW�VWDWXWRU\�IXQFWLRQV��$V�D�PHPEHU�RI�WKH�VHUYLFH�
OHDGHUVKLS�WHDP�OHDG�E\�WKH�*URXS�0DQDJHU��6XSSRUW�WR�6FKRROV�6HUYLFH�DQG�WKH�7HDP�0DQDJHU�*RYHUQLQJ�%RG\�6HUYLFHV��WR�SURYLGH�
ERWK�VWUDWHJLF�GLUHFWLRQ�DQG�RSHUDWLRQDO�HIIHFWLYHQHVV�RQ�WKH�SDUW�RI�WKH�VHUYLFH��
�

Key Responsibilities 
�
��� 7R�SURYLGH�DXWKRULWDWLYH�SURIHVVLRQDO�DGYLFH�	�JXLGDQFH�WR�
JRYHUQLQJ�ERGLHV��KHDG�WHDFKHUV��FOHUNV�DQG�FRXQFLO�RIILFHUV�RQ�
OHJLVODWLRQ�DQG�UHJXODWLRQV�UHODWLQJ�WR�WKH�UROHV�DQG�
UHVSRQVLELOLWLHV�RI�VFKRRO�JRYHUQLQJ�ERGLHV��
�

��� 7R�FRQWULEXWH�VLJQLILFDQWO\�WR�WKH�VWUDWHJLF�PDQDJHPHQW�RI�
JRYHUQLQJ�ERG\�VHUYLFHV�DV�SDUW�RI�LWV�OHDGHUVKLS�WHDP��
�

��� 7R�HQVXUH�WKDW�JRYHUQDQFH�LVVXHV�DUH�IXOO\�UHIOHFWHG�LQ�WKH�
GHYHORSPHQW��LPSOHPHQWDWLRQ�DQG�PRQLWRULQJ�RI�WKH�1&&
V�
VFKRRO�VXSSRUW�SODQV���
�

��� 3URYLGH�VSHFLDOLVW�
WDUJHWHG�VXSSRUW
�WR�JRYHUQLQJ�ERGLHV�LQ�
VFKRROV�GHHPHG�E\�2IVWHG�WR�EH�FDXVLQJ�FRQFHUQ��OHDGLQJ�DQG�
DGYLVLQJ�KHDG�WHDFKHUV��JRYHUQRUV�DQG�VHQLRU�VFKRRO�
LPSURYHPHQW�DGYLVRUV�LQ�UHODWLRQ�WR�FRPSOH[�DQG�FKDOOHQJLQJ�
VFKRRO�JRYHUQDQFH�LVVXHV���
�

��� 7R�FRQWULEXWH�WR�WKH�GHYHORSPHQW�RI�SROLF\��SUDFWLFH�DQG�
JXLGDQFH�GRFXPHQWDWLRQ�IRU�JRYHUQRUV�UHODWLQJ�WR�KHDG�WHDFKHU�
UHFUXLWPHQW�DQG�VHOHFWLRQ�SURFHVVHV�DQG�WR�OLDLVH�ZLWK�
FROOHDJXHV�DFURVV�WKH�GHSDUWPHQW�UHJDUGLQJ�WKH�GHOLYHU\�RI�WKH�
KHDG�WHDFKHU�UHFUXLWPHQW�VHUYLFH���

Key Accountabilities 
�
��� 'HOLYHU\�RI�VHUYLFH�OHYHO�DJUHHPHQWV�IRU�DGYLFH�DQG�
LQIRUPDWLRQ��FOHUNLQJ��KHDG�WHDFKHU�DSSRLQWPHQW�VHUYLFHV��
�

��� 7R�HQVXUH�GHOLYHU\�DQG�TXDOLW\�DVVXUDQFH�RI�WKH�FOHUNLQJ�
VHUYLFH�WR�QDWLRQDO�VWDQGDUGV��LQFOXGLQJ�PDQDJHPHQW�
DGYLFH�DQG�VXSHUYLVLRQ�RI�D�ODUJH�QXPEHU�RI�FOHUNV�RQ�
UHOLHI�FRQWUDFWV�DQG�WR�HQVXUH�KLJK�WDNH�XS�RI�FOHUNV�
EULHILQJ�DQG�GHYHORSPHQW�VHVVLRQV��
�

��� (IILFLHQW�GLVFKDUJH�RI�ORFDO�DXWKRULW\�VWDWXWRU\�IXQFWLRQV��
�

��� (IIHFWLYH�LQWHUYHQWLRQ�DQG�ULVN�PDQDJHPHQW�LQ�UHODWLRQ�WR�
VFKRRO�JRYHUQLQJ�ERGLHV�UHFHLYLQJ�WDUJHWHG�VXSSRUW��
SURYLGLQJ�OHDGHUVKLS�DQG�H[SHUWLVH�RQ�VFKRRO�JRYHUQDQFH�
LVVXHV��
�

��� 6XSSRUW�WKH�SURYLVLRQ�RI�D�IXOO\�FRVWHG�YDOXH�IRU�PRQH\�
FHQWUDOO\�EDVHG�FOHUNLQJ�VHUYLFH�

�
�
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�
��� 7R�GLUHFW�DQG�FR�RUGLQDWH�WKH�SURYLVLRQ�RI�WKH�H[WHQVLYH�&OHUNLQJ�
6HUYLFH�WR�JRYHUQLQJ�ERGLHV��
�

��� 7R�SURYLGH�LQIRUPDWLRQ��WUDLQLQJ�DQG�GHYHORSPHQW�IRU�FOHUNV���
�

��� 7R�EH�GHSOR\HG�DV�D�VSHFLDOLVW�FOHUN��DGYLVRU�WR�D�VSHFLILHG�
QXPEHU�RI�VFKRROV��SOD\LQJ�D�NH\�UROH�LQ�WKH�1&&�SURJUDPPH�RI�

WDUJHWHG�VXSSRUW
�WR�VFKRROV�FDXVLQJ�FRQFHUQ��DV�WKH�OHDG�
H[SHUW�RQ�VFKRRO�JRYHUQDQFH�LVVXHV��
�

��� 7R�LGHQWLI\�DQG�GLVVHPLQDWH�JRYHUQLQJ�ERGLHV¶�JRRG�SUDFWLFH�WR�
RWKHU�VFKRROV���
�

����7R�SURYLGH�LQIRUPDWLRQ��JXLGDQFH�DQG�VXSSRUW�WKURXJK�D�UDQJH�
RI�PHGLD�DQG�1&&�UHSRWLQJ�VWUXFWXUHV��
�

����7R�KHOS�OHDG�VHUYLFH�SODQQLQJ�WKURXJK�WKH�SURYLVLRQ�RI�
PRQLWRULQJ�UHSRUWV��EHQFKPDUNLQJ�GDWD�DQG�VWDWLVWLFV�IRU�WKH�
WHDP�PDQDJHU��
�

����7R�VXSSRUW�WKH�GHOLYHU\�RI�WKH�1&&
V�VWUDWHJLF�UROH�LQ�UHODWLRQ�WR�
VFKRRO�JRYHUQLQJ�ERGLHV��DV�GLUHFWHG�E\�WKH�7HDP�0DQDJHU�
*RYHUQLQJ�%RG\�6HUYLFHV��LQFOXGLQJ���LGHQWLI\LQJ�DQG�DGYLVLQJ�
³DGGLWLRQDO�JRYHUQRUV´�DQG�LQWHULP�([HFXWLYH�%RDUGV��,(%V��LQ�

IDLOLQJ
�VFKRROV��HQVXULQJ�WKH�HIIHFWLYH�DQG�HIILFLHQW�DSSRLQWPHQW�
RI�/$�JRYHUQRUV�WR�VFKRRO�JRYHUQLQJ�ERGLHV��HQVXULQJ�FKDQJHV�
WR�,QVWUXPHQWV�RI�*RYHUQPHQW�DV�QHFHVVDU\��HQDEOLQJ�QHZ�DQG�
UH�RUJDQLVHG�VFKRROV�WR�EH�HVWDEOLVKHG��LQFOXGLQJ�ZRUNLQJ�ZLWK�
WHPSRUDU\�DQG�VKDGRZ�JRYHUQLQJ�ERGLHV�DQG�FRRUGLQDWLQJ�WKH�
LQSXW�IURP�RWKHU�/$�VHUYLFHV��
�

����7R�VXSHUYLVH�WKH�SURIHVVLRQDO�GHYHORSPHQW�RI�*RYHUQRU�
6HUYLFHV�%XVLQHVV�6XSSRUW�WHDPV�WR�HQVXUH�WKH�GHOLYHU\�RI�KLJK�
TXDOLW\�JRYHUQRU�VHUYLFHV��
�
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����7R�FR�RUGLQDWH�DQG�LPSOHPHQW�WKH�GHOLYHU\�RI�UHJXODU�EULHILQJV�
DQG�FRQVXOWDWLRQ�PHHWLQJV�DV�GLUHFWHG�E\�WKH�7HDP�0DQDJHU�
*RYHUQLQJ�%RG\�6HUYLFHV���
�

����7R�DGYLVH�JRYHUQRUV�DQG�KHDGWHDFKHUV�RQ�WKH�UHVROXWLRQ�RI�
OHDGHUVKLS��PDQDJHPHQW�DQG�FRPSHWHQF\�LVVXHV�DQG�WRJHWKHU�
ZLWK�WKH�7HDP�0DQDJHU�*RYHUQLQJ�%RG\�6HUYLFHV��GHDO�ZLWK�
FRPSOH[�FRPSODLQWV�UHODWLQJ�WR�JRYHUQDQFH�LVVXHV�
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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 
�
��� *RRG�JHQHUDO�HGXFDWLRQ�WR�GHJUHH�OHYHO�RU�ZLWK�HTXLYDOHQW�
H[SHULHQFH��

��� (YLGHQFH�RI�FRQWLQXHG�SURIHVVLRQDO�GHYHORSPHQW��
��� ([FHOOHQW�XQGHUVWDQGLQJ�RI�WKH�VWDWXWRU\�IUDPHZRUN�IRU�VFKRRO�

JRYHUQDQFH�DQG�WKH�ZLGHU�FKLOGUHQ
V�VHUYLFHV�DJHQGD��
��� 7KRURXJK�XQGHUVWDQGLQJ�RI�2IVWHG�UHTXLUHPHQWV�DQG�RI�KRZ�WR�
LQIOXHQFH�DQG�DGYLVH�VFKRROV�RQ�WKHLU�UHVSRQVLELOLWLHV�YLD�VFKRRO�
JRYHUQDQFH���VFKRRO�LPSURYHPHQW��

��� 'HHS�NQRZOHGJH�RI�WKH�SULQFLSOHV�DQG�SUDFWLFH�RI�VHUYLFH�
SODQQLQJ��

��� 7KRURXJK�XQGHUVWDQGLQJ�RI�FRPSODLQWV�SURFHGXUHV�DQG�DELOLW\�WR�
ZRUN�DXWRQRPRXVO\�DQG�FRQILGHQWO\�WR�UHVROYH�KLJKO\�FRQWHQWLRXV�
DQG�VHQVLWLYH�GLVSXWHV��

��� 'HPRQVWUDWHV�KLJK�OHYHO�VNLOOV�UH�QHJRWLDWLRQ�ZLWK�DQG�OHDGHUVKLS�
RI�RWKHUV�

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��Experience 
�
����([WHQVLYH�H[SHULHQFH�RI�PDQDJLQJ�D�WHDP��PHQWRULQJ��PRWLYDWLQJ�
DQG�GHYHORSLQJ�RWKHUV��

����2XWVWDQGLQJ�FRPPXQLFDWLRQ��YHUEDO�DQG�ZULWWHQ��ZLWK�D�UDQJH�RI�
DXGLHQFHV��LQFOXGLQJ�HOHFWHG�PHPEHUV�DQG�VHQLRU�OHDGHUV��
PDNLQJ�SUHVHQWDWLRQV��ZULWLQJ�UHSRUWV�HWF��

����([SHULHQFH�RI�EXGJHW�PDQDJHPHQW�DQG�PRQLWRULQJ��
����([SHULHQFH�RI�EXVLQHVV�SODQQLQJ�DQG�PDQDJHPHQW��LQFOXGLQJ�
UHYLHZ�RI�SULRULWLHV�DQG�SHUIRUPDQFH�WDUJHWV��

����&DQ�SUHVHQW�IOXHQWO\�DQG�ZLWK�DXWKRULW\�FRPSOH[�LGHDV�DQG�
LQIRUPDWLRQ�WR�QRQ�SURIHVVLRQDOV�LQ�D�FRKHUHQW�DQG�DFFHVVLEOH�
PDQQHU��

����([SHULHQFH�RI�LQWHUSUHWLQJ�OHJLVODWLRQ�DQG�UHJXODWLRQV�ZLWK�
DFFXUDF\��

����([SHULHQFH�RI�LQYHVWLJDWLQJ�FRPSODLQWV�ZLWK�VHQVLWLYLW\�DQG�ULJRXU��
����([SHULHQFH�RI�RUJDQLVLQJ�DQG�PDQDJLQJ�FRPSHWLQJ�GHPDQGV�DQG�
GHDGOLQHV�DQG�ZRUNLQJ�XQGHU�SUHVVXUH�DQG�VFUXWLQ\��
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����'HVLJQLQJ�DQG�LPSOHPHQWLQJ�D�TXDOLW\�DVVXUDQFH�V\VWHP�IRU�WKH�
GHOLYHU\�RI�VHUYLFH�DFWLYLWLHV�

Role Dimensions 
�

����7KLV�LV�D�VHQLRU��FRXQW\�ZLGH�UROH�WR�VXSHUYLVH�DQG�GHYHORS�JRYHUQLQJ�ERG\�VHUYLFHV�VWDII�LQFOXGLQJ�FOHUNV�RQ�UHOLHI�FRQWUDFWV��LQ�H[FHVV�
RI����SRVWKROGHUV��DQG�WKH�EXVLQHVV�VXSSRUW�WHDP�ZLWKLQ�D�PDWUL[�PDQDJHPHQW�PRGHO��

����7R�PRQLWRU�WKH�*RYHUQLQJ�%RG\�6HUYLFHV�FOHUNLQJ�EXGJHW�IRU�WKH�7HDP�DQG�*URXS�PDQDJHUV��
����7R�TXDOLW\�DVVXUH�WKH�DGYLFH�DQG�LQIRUPDWLRQ�SURYLGHG�UH�KHDGVKLS�DSSRLQWPHQWV�DQG�WKH�FOHUNLQJ�VHUYLFHV��
����7R�SURYLGH�KLJK�TXDOLW\�H[SHUW�DGYLFH�DQG�
WDUJHWHG�VXSSRUW
�WR�VFKRRO�JRYHUQLQJ�ERGLHV�LQ�DQ�2IVWHG�FDWHJRU\���LQ�FKDOOHQJLQJ�

FLUFXPVWDQFHV��7KLV�UROH�FDUULHV�VLJQLILFDQW�UHVSRQVLELOLW\�RQ�EHKDOI�RI�WKH�&RXQW\�&RXQFLO�YLV�ULVN�PDQDJHPHQW�UH�WDUJHWHG�VFKRROV�DQG�
ZRUNV�ZLWK�6FKRRO�,PSURYHPHQW�2IILFHUV�DQG�KHDG�WHDFKHUV�LQ�D�OHDGLQJ�FDSDFLW\�WR�SURYLGH�H[SHUW�DGYLFH�DQG�GLUHFWLRQ�RQ�VFKRRO�
JRYHUQDQFH�PDWWHUV��

����7RJHWKHU�ZLWK�WKH�7HDP�0DQDJHU�WKLV�UROH�PDQDJHV�FRPSOH[�FRQILGHQWLDO�LVVXHV�DQG�FRPSODLQWV�LQ�UHODWLRQ�WR�VFKRRO�JRYHUQLQJ�ERGLHV�
ZKLFK�OHIW�XQUHVROYHG�FDQ�OHDG�WR�VHULRXV�UHSXWDWLRQDO�GDPDJH�IRU�1&&�DQG�WKH�VFKRROV�LQYROYHG��

Please attach a structure chart 
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