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Title 
5HJLVWHUHG�0DQDJHU 

Department 
&KLOGUHQ�DQG�)DPLOLHV��
�

Post Ref. 
� � � � � �

Job Purpose 
�
7R�PDQDJH�DQG�OHDG�D�WHDP�RI�$VVLVWDQW�&DUH�0DQDJHUV�DQG�RWKHUV�HPSOR\HHV�ZLWKLQ�D�UHJXODWHG�UHVLGHQWLDO�VHUYLFH�IRU�\RXQJ�SHRSOH�
ZLWKLQ�RXU�&KLOGUHQ¶V�'LVDELOLW\�6HUYLFH��LQ�OLQH�ZLWK�WKH�VHUYLFH�SODQ�DQG�DVVRFLDWHG�VWDQGDUGV�ZLWKLQ�WKH�&KLOGUHQ¶V�DQG�)DPLOLHV�
'HSDUWPHQW�DQG�ZLWKLQ�WKH�4XDOLW\�&DUH�6WDQGDUGV�	�5HJXODWLRQV�����������
�

Key Responsibilities 
�
��� 3HUVRQDOO\�DQG�WKURXJK�WHDP�PHPEHUV�WR�GHOLYHU�WKH�WDUJHWV�VHW�

GRZQ�LQ�WKH�VHUYLFH�DQG�WHDP�SODQV��
��� 7R�UHVROYH�DQ\�VHUYLFH�GHOLYHU\�LVVXHV�ZLWKLQ�DYDLODEOH�UHVRXUFHV��
��� 7R�LPSURYH�WKH�SHUIRUPDQFH�RI�VWDII�XQGHU�KLV�KHU�OLQH�

PDQDJHPHQW�E\�PDLQWDLQLQJ�FRPPXQLFDWLRQ�ZLWK�VWDII�DQG�
SURYLGLQJ�WKH�DSSURSULDWH�VXSSRUW�DQG�JXLGDQFH��

��� 7R�LPSURYH�FXVWRPHU�VDWLVIDFWLRQ�OHYHOV�IRU�KLV�KHU�VHUYLFH��
��� 7R�DFW�DV�D�SURIHVVLRQDO�H[HPSODU�DOZD\V�LQ�FDUU\LQJ�RXW�WKH�

DERYH�GXWLHV�ZLWK�D�³FDQ�GR´�DWWLWXGH��
��� 7R�GHSOR\�DQG�PDQDJH�DVVLJQHG�EXGJHWV�DQG�WR�WDNH�FRUUHFWLYH�

DFWLRQ�ZKHUH�DSSURSULDWH�LQ�OLDLVRQ�ZLWK�WKH�6HUYLFH�0DQDJHU��
��� 7R�EXLOG�SRVLWLYH�UHODWLRQVKLSV�ZLWK�RWKHU�VWDII��SDUHQWV��FDUHUV��

FROOHDJXHV�DQG�RWKHU�SURIHVVLRQDOV��
��� 7R�LQIRUP�WKH�6HUYLFH�0DQDJHU�RI�DQ\�FKDQJHV�LQ�WKH�RSHUDWLRQDO�

HQYLURQPHQW�LQFOXGLQJ�FXVWRPHU�VDWLVIDFWLRQ�LVVXHV��
��� 7R�HQVXUH�WKDW�WKH\�DQG�WKHLU�WHDP�PHHW�WKH�UHTXLUHPHQWV�RI�WKH�

&KLOGUHQ¶V�+RPHV�5HJXODWLRQV�	�6WDQGDUGV�������
����7R�SURYLGH�PDQDJHULDO�FRYHU�WR�RWKHU�UHVLGHQWLDO�FDUH�KRPHV�IRU�

SUHVFULEHG�SHULRGV�RI�WLPH�DV�QHFHVVDU\�DQG�UHTXLUHG��

Key Accountabilities 
�
��� 6SHFLILHG�VHUYLFH�WDUJHWV�ZLWKLQ�DJUHHG�UHVRXUFHV��
��� (IIHFWLYH�VXSHUYLVLRQ�RI�VWDII�WR�VHFXUH�KLJK�OHYHOV�RI�
SHUIRUPDQFH�

��� (IIHFWLYH�PDQDJHPHQW�DQG�GHSOR\PHQW�RI�DQ�LGHQWLILHG�
EXGJHW�

��� $OHUW�WKH�6HUYLFH�0DQDJHU�RI�LVVXHV�WKDW�FRXOG�DIIHFW�
SHUIRUPDQFH�

��� 7R�UHSUHVHQW�WKH�VHUYLFH�ZLWKLQ�DQG�RXWVLGH�WKH�GHSDUWPHQW�
DQG�WR�SDUWLFLSDWH�LQ�PDQDJHPHQW�SURFHVVHV�DQG�RWKHU�
IRUXPV���7KLV�ZLOO�LQFOXGH�HQVXULQJ�WKH�(PSOR\HH�
3HUIRUPDQFH�UHYLHZ�SROLF\�LV�IROORZHG��EXVLQHVV�SODQV�DUH�
SURGXFHG�DQG�UHYLHZHG���,QIRUPDWLRQ�UHTXHVWHG�WR�IXUWKHU�
GHYHORS�WKH�VHUYLFH�LQ�D�ORFDO�DQG�VWUDWHJLF�ZD\�LV�SURYLGHG�
LQ�D�WLPHO\�PDQQHU���

��� 7R�DFW�LPPHGLDWHO\�RQ�DQ\�LVVXHV�RI�VDIHJXDUGLQJ�
IROORZLQJ�3ROLFLHV�DQG�3URFHGXUHV����

��� 7R�HQVXUH�WKDW�VWDII�DQG�UHVRXUFHV�DUH�GHSOR\HG�DV�
HIILFLHQWO\�DQG�HIIHFWLYHO\�DV�SRVVLEOH�LQ�OLQH�ZLWK�LGHQWLILHG�
SULRULWLHV��WDNLQJ�FRUUHFWLYH�DFWLRQ�ZKHUH�DSSURSULDWH���



�

7LHU���±�5HJLVWHUHG�&DUH�0DQDJHU�

����7R�EH�D�PHPEHU�RI�GHSDUWPHQWDO�SDQHOV�DQG�FDUU\�RXW�
LQYHVWLJDWLRQV��DV�UHTXLUHG��

����7R�PDQDJH�DQG�FRQWULEXWH�WR�WKH�FRPSODLQWV�DQG�UHSUHVHQWDWLRQV�
SURFHGXUHV���7KHUH�PD\�EH�FDVHV�ZKHUH�DW�WKH�GLVFUHWLRQ�RI�WKH�
6HUYLFH�PDQDJHU��WKHUH�LV�D�UHTXLUHPHQW�WR�LQYHVWLJDWH�D�FRPSODLQW�
ZLWKLQ�DQRWKHU�KRPH�VHWWLQJ������

����7R�HQVXUH�WKHUH�LV�DQ�RQ�FDOO�V\VWHP�IRU�PDQJHUV�DQG�WR�
SDUWLFLSDWH�DV�DQG�ZKHQ�UHTXLUHG����

��� 7R�HQVXUH�FRPSOLDQFH�RI�WKH�KRPH�ZLWK�DOO�UHOHYDQW�+HDOWK�
DQG�6DIHW\�OHJLVODWLRQ��*'35������HWF�����

�
�

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

Person Specification 
�

Education and Knowledge 
��� 0XVW�KROG�HLWKHU���&66��&46:��'LS6:��%$�6:�RU�194�6RFLDO�

&DUH�OHYHO���DQG�194���LQ�0DQDJHPHQW�RU�/HYHO���'LSORPD�LQ�
/HDGHUVKLS�IRU�+	6&�DQG�&<3��

��� (YLGHQFH�RI�FRQWLQXRXV�SURIHVVLRQDO�GHYHORSPHQW��
��� .QRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�WKH�PDLQ�LVVXHV�DIIHFWLQJ�WKH�

VHUYLFH�DUHD��
��� 0XVW�KDYH�D�VRXQG�ZRUNLQJ�NQRZOHGJH�RI�WKH�&KLOGUHQ¶V�+RPH�

5HJXODWLRQV�DQG�WKH�4XDOLW\�5HJXODWLRQV�	�6WDQGDUGV���������
.QRZOHGJH�RI�WKH�SULQFLSOHV�DQG�SUDFWLFH�RI��
D�� HIIHFWLYH�SHRSOH�PDQDJHPHQW���
E�� H[FHOOHQW�FXVWRPHU�VHUYLFH��
F�� DSSURSULDWH�ULVN�PDQDJHPHQW��
G�� EXGJHW�PDQDJHPHQW��ZKHUH�EXGJHWDU\�UHVSRQVLELOLW\�LV�
GHYROYHG�WR�WKH�5HJLVWHUHG�PDQDJHU��

��� (YLGHQFH�RI�D�FRPSUHKHQVLYH�XQGHUVWDQGLQJ�RI�FKLOG�
GHYHORSPHQW���

��� +DV�D�FOHDU�XQGHUVWDQGLQJ�DQG�NQRZOHGJH�RI�VDIHJXDUGLQJ�
SROLFLHV�DQG�SURFHGXUHV����

��� 0XVW�KDYH�D�FOHDU�XQGHUVWDQGLQJ�RI�FKLOGUHQ�ZLWK�GLVDELOLWLHV�DQG�
KRZ�WKLV�LPSDFWV�RQ�WKHP�DQG�WKHLU�IDPLOLHV���

��� 0XVW�XQGHUVWDQG�DERXW�SHUVRQ�FHQWUHG�SODQQLQJ�DQG�FDQ�DVVHVV�
WKH�SURJUHVV�RI�WKH�LQGLYLGXDO�SODQV�RI�WKH�FKLOGUHQ�DQG�\RXQJ�

Personal skills and general competencies 
�
����&DQ�GHPRQVWUDWH�WKH�DELOLWLHV�WR�OHDG�WKH�WHDP�WRZDUG�NH\�

RXWFRPHV��DEOH�WR�SURYLGH�D�SRVLWLYH�H[DPSOH�E\�ZRUNLQJ�
HIILFLHQWO\��WKLQNLQJ�DERXW�DQG�DFWLQJ�WR�DQWLFLSDWH�RSSRUWXQLWLHV�
DQG�GHDO�ZLWK�HPHUJLQJ�LVVXHV��

����$EOH�WR�HPSRZHU�VWDII�WR�GHYHORS�LGHDV�IRU�LQFUHDVLQJ�HIILFLHQF\��
PDQDJLQJ�WKH�WHDP�WR�EH�DPELWLRXV�EXW�UHDOLVWLF�LQ�DFKLHYLQJ�WKH�
KLJKHVW�SRVVLEOH�SHUIRUPDQFH�OHYHOV��

����$ELOLW\�WR�LGHQWLI\�LVVXHV�WKDW�FRXOG�LPSDFW�RQ�VHUYLFH�GHOLYHU\�DQG�
GHYHORS�VHYHUDO�RSWLRQV�WR�PLWLJDWH�WKHVH�LVVXHV�

����$EOH�WR�HQVXUH�WKDW�VWDII�DUH�GHSOR\HG�DV�HIILFLHQWO\�DQG�HIIHFWLYHO\�
DV�SRVVLEOH��LQ�OLQH�ZLWK�FXVWRPHUV¶�QHHGV��FKDQJLQJ�SULRULWLHV��
QDWLRQDO�FKDQJHV�DQG�SHUIRUPDQFH�OHYHOV��
�
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SHRSOH�DQG�EH�DEOH�WR�GHYLVH�LQWHUYHQWLRQ�VWUDWHJLHV�WR�DVVLVW�LQ�
WKH�GHYHORSPHQW�RI�VXFK�SODQV���
�
�
�

Experience 
�
����0LQLPXP���\HDUV¶�H[SHULHQFH�ZLWKLQ�WKH�VHUYLFH�DUHD��
����([SHULHQFH�RI�SODQQLQJ�DQG�RUJDQLVLQJ�WHDP�ZRUN�RU�FR�
RUGLQDWLQJ�FRPSOH[�DFWLYLWLHV��

����([SHULHQFH�RI�ZRUNLQJ�ZLWK�DQG�PDQDJLQJ�FKDOOHQJLQJ�
EHKDYLRXU�V���

����0XVW�KDYH�D�PLQLPXP�RI�WZR�\HDUV¶�H[SHULHQFH�RI�ZRUNLQJ�ZLWK�
FKLOGUHQ�RU�DGXOWV�ZLWK�SK\VLFDO�DQG�RU�OHDUQLQJ�GLVDELOLWLHV���

����0XVW�KDYH�H[SHULHQFH�RI�UHFHLYLQJ�DQG�GHOLYHULQJ�IRUPDO�
VXSHUYLVLRQ�DQG�GHYHORSLQJ�WKH�VWDII�WHDP���

�

Role Dimensions 
�

��� 7R�EH�UHVSRQVLEOH�IRU�WKH�GD\�WR�GD\�UXQQLQJ�RI�WKH�KRPH�LQ�OLQH�ZLWK�'HSDUWPHQWDO�3ROLFLHV�DQG�3URFHGXUHV�DQG�WKH�&KLOGUHQ¶V�+RPHV�
5HJXODWLRQV�DQG�4XDOLW\�6WDQGDUGV�	�5HJXODWLRQV��������

��� 7R�VWUDWHJLFDOO\�OHDG�RQ�$//�VDIHJXDUGLQJ�PDWWHUV�DQG�FDUU\�RXW�WKH�GHVLJQDWHG�VDIHJXDUGLQJ�2IILFHU�UROH�ZLWKLQ�WKH�FHQWUH���
��� 7R�HIIHFWLYHO\�PDQDJH�EXGJHWV�DQG�UHSRUW�WR�WKH�6HUYLFH�0DQDJHU�5HVLGHQWLDO�DQ\�LVVXHV�LQ�D�WLPHO\�PDQQHU����
��� 5HVSRQVLELOLW\�IRU�DOO�VWDII�DQG�DQ�RYHUDOO�EXGJHW�LQ�WKH�UHJLRQ�RI�����PLOOLRQ���
��� $ELOLW\�WR�H[HUFLVH�HIIHFWLYH�OHDGHUVKLS�RI�WKH�KRPHV�VWDII�DQG�RSHUDWLRQ��VXFK�WKDW�WKH�KRPH�LV�RUJDQLVHG��PDQDJHG�DQG�VWDIIHG�LQ�D�
PDQQHU�WKDW�GHOLYHUV�WKH�EHVW�SRVVLEOH�VHUYLFH�����

Please attach a structure chart 

�
'DWH��WK�0DUFK������


