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Job Purpose 
7KH�3URMHFW�0DQDJHU�LV�UHVSRQVLEOH�IRU�WKH�GHOLYHU\�RI�NH\�ZRUN�VWUHDPV�ZLWKLQ�WKH�$GXOW�6RFLDO�&DUH�DQG�+HDOWK�SRUWIROLR�DQG�D�OHDG�
UHVSRQVLELOLW\�IRU�FKDQJHV�UHVXOWLQJ�IURP�WKH�LPSOHPHQWDWLRQ�RI�WKH�&DUH�$FW�DQG�WKH�$GXOW�6RFLDO�&DUH�6WUDWHJ\���

Key Responsibilities 
�
��� 7R�GHYHORS�D�SURMHFW�GRFXPHQWDWLRQ�VHWWLQJ�RXW�FOHDU�SULRULWLHV�
DQG�ZRUN�VWUHDPV��UHDOLVWLF�WLPHVFDOHV��RXWSXWV�DQG�RXWFRPHV��

�
��� 7R�PDQDJH�DQG�OHDG�WKH�ZRUN�ZLWK�VWDII�ZLWKLQ�WKH�GHSDUWPHQW�
WR�LPSOHPHQW�DQG�HPEHG�WKH�ZRUN�VWUHDPV�DFURVV�WKH�IXOO�UDQJH�
RI�GXWLHV��PRQLWRU�SHUIRUPDQFH�DJDLQVW�WKH�SURJUDPPH�SODQ�DQG�
PRQLWRU�DQG�HYDOXDWH�LQGLYLGXDO�SURMHFWV��

�
��� 'D\�WR�GD\�GHFLVLRQ�PDNLQJ�DQG�UHVSRQVLELOLW\�IRU�WKH�ZRUN�RI�
WKH�ZRUN�VWUHDPV��

�
��� 7R�FROODERUDWH�ZLWK�SDUWQHUV�VWDNHKROGHUV�WR�VHFXUH�RYHUDOO�
FRPPLWPHQW�WR�WKH�SURJUDPPH�DQG�WKH�DVVRFLDWHG�ZRUN�
VWUHDPV��

�
��� 7R�PDQDJH�UHVRXUFHV�ZLWKLQ�WKH�EXGJHW���

�
��� 7R�LGHQWLI\��DQDO\VH�DQG�PDQDJH�ULVNV�DVVRFLDWHG�ZLWK�WKH�
LQGLYLGXDO�ZRUN�VWUHDPV��

�
��� 7R�HQVXUH�WKDW�JRRG�FRPPXQLFDWLRQ�PHFKDQLVPV�H[LVW�ZLWK�DOO�
VWDNHKROGHUV�DQG�WKDW�WKHVH�DUH�LPSOHPHQWHG�ERWK�H[WHUQDOO\�
DQG�LQWHUQDOO\�WR�DFKLHYH�WKH�DJUHHG�RXWFRPHV��

�
��� 7R�EH�DQ�LQWHJUDO�SDUW�RI�WKH�VWUXFWXUH�XQGHUWDNLQJ�WKH�ZRUN�

UHODWHG�WR�WKH�$GXOW�6RFLDO�&DUH�DQG�3XEOLF�+HDOWK�SRUWIROLR��
SDUWLFLSDWH�LQ�PHHWLQJV�DQG�UHSRUW�SURJUHVV�ZLWKLQ�DJUHHG�UHSRUW�

Key Accountabilities 
�
��� 'HOLYHULQJ�RQ�ZRUN�VWUHDPV�WR�WLPH��EXGJHW��UHVRXUFHV�DQG�
SHUIRUPDQFH��
�

��� /HDGLQJ�RQ�HPEHGGLQJ�FKDQJH�ZLWKLQ�WKH�GHSDUWPHQW�DQG�
ZLWKLQ�SDUWQHU�RUJDQLVDWLRQV��
�

��� 7KH�DFFXUDF\�RI�LQIRUPDWLRQ�DQG�GDWD�SURYLGHG�WR�HQDEOH�
VWUDWHJLF�GHFLVLRQ�PDNLQJ�E\�WKH�6HQLRU�/HDGHUVKLS�7HDP��

�
��� 7LPHO\�DQG�DSSURSULDWH�LQWHUYHQWLRQ�LQ�RII�WDUJHW�VHUYLFHV�

�
��� 7R�HQVXUH�WKDW�VHUYLFHV�VXSHUYLVHG�GHOLYHU�YDOXH�IRU�
PRQH\��

�
��� 6HWWLQJ�DPELWLRXV�DQG�DFKLHYDEOH�WDUJHWV�LQ�ZRUN�VWUHDP�
SODQV�

�
��� 7DNLQJ�GHFLVLYH�DFWLRQ�WR�HQVXUH�WKDW�ZRUN�VWUHDPV�PHHW�
WKHLU�EXGJHW��DQG�SHUIRUPDQFH�WDUJHWV�
�

��� 7KH�TXDOLW\��DFFXUDF\�DQG�WLPHOLQHVV�RI�ZULWWHQ�UHSRUWV�DQG�
SUHVHQWDWLRQV��DQG�WKH�VXFFHVVIXO�RUJDQLVDWLRQ�DQG�
RYHUVLJKW�RI�PHHWLQJV�DQG�DFWLYLWLHV��DV�UHTXLUHG��

�
��� 7KH�TXDOLW\�RI�GHSDUWPHQWDO�SODQV�DQG�VWUDWHJLHV��WRJHWKHU�

ZLWK�LWHPV�RI�FRPPXQLFDWLRQ�IURP�WKH�'HSDUWPHQW�WR�WKH�
ZLGHU�FRXQFLO�DQG�SDUWQHU�RUJDQLVDWLRQV���
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VWUXFWXUHV�DW�UHJXODU�LQWHUYDOV��DV�UHTXLUHG��
�
��� 7R�PDQDJH�H[FHSWLRQV��VOLSSDJH�DQG�LVVXHV�RI�SULRULW\�DQG�
LQLWLDWH�FRUUHFWLYH�DFWLRQ�DV�DSSURSULDWH�WR�HQVXUH�WKH�
GHOLYHUDEOHV�DUH�DFKLHYHG��ZLWK�WKH�RYHUVLJKW�RI�WKH�6WUDWHJLF�
'HYHORSPHQW�0DQDJHU���

�
����7R�HVWDEOLVK�DQG�PDLQWDLQ�SHUIRUPDQFH�PDQDJHPHQW�V\VWHPV�
IRU�WKH�ZRUN�VWUHDPV��

�
����7R�OLDLVH�ZLWK�VHQLRU�RIILFHUV�DQG�0HPEHUV�ZLWKLQ�WKH�FRXQFLO�
UHJDUGLQJ�WKH�ZRUN�VWUHDPV�DV�UHTXLUHG���

�
����7R�XQGHUWDNH�DQ\�RWKHU�GXWLHV�ZKLFK�PD\�UHDVRQDEO\�EH�
UHJDUGHG�DV�ZLWKLQ�WKH�QDWXUH�RI�WKH�GXWLHV�DQG�
UHVSRQVLELOLWLHV�JUDGH�RI�WKH�SRVW�DV�GHILQHG��VXEMHFW�WR�WKH�
SURYLVR�WKDW�QRUPDOO\�DQ\�FKDQJHV�RI�D�SHUPDQHQW�QDWXUH�VKDOO�
EH�LQFRUSRUDWHG�LQWR�WKH�MRE�GHVFULSWLRQ�LQ�VSHFLILF�WHUPV��

�

�
����7KH�TXDOLW\��DFFXUDF\�DQG�WLPHOLQHVV�RI�ZULWWHQ�

FRUUHVSRQGHQFH�VHQW�WR�WKH�SXEOLF��03V��&RXQFLOORUV�DQG�
VWDNHKROGHUV��
�

����7KH�HIIHFWLYHQHVV�RI�WKH�GD\�WR�GD\�FRRUGLQDWLRQ�RI�DFWLYLW\�
ZLWKLQ�WKH�FRXQFLO�DQG�EHWZHHQ�WKH�&RXQFLO�DQG�3DUWQHU�
RUJDQLVDWLRQV��
�

�
�

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

Person Specification 
�

Education and Knowledge 
�
��� (GXFDWHG�WR�GHJUHH�OHYHO�RU�ZLWK�UHOHYDQW�HTXLYDOHQW�
H[SHULHQFH�ZLWK�D�FRQWLQXLQJ�UHFRUG�RI�DFKLHYHPHQW�LQ�
SURIHVVLRQDO�GHYHORSPHQW��

��� ([SHULHQFH�RI�SURMHFW�PDQDJHPHQW��SUHIHUDEO\�ZLWK�D�UHOHYDQW�
TXDOLILFDWLRQ��

��� ([SHULHQFH�RI�ZRUNLQJ�LQ�D�VHUYLFH�LPSURYHPHQW�FKDQJH�
PDQDJHPHQW�RUJDQLVDWLRQDO�GHYHORSPHQW�UROH���

��� 6WURQJ�WUDFN�UHFRUG�RI�SUDFWLFDO�GHOLYHU\�DQG�LPSOHPHQWDWLRQ��
��� .QRZOHGJH�RI�VRFLDO�FDUH�LQFOXGLQJ�WKH�VRFLDO�FDUH�SURFHVV��
V\VWHPV�DQG�SUDFWLFH�

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�
�
��� 6WURQJ�LQWHUSHUVRQDO�VNLOOV�WR�JDLQ�WKH�DJUHHPHQW�DQG�
DFFHSWDQFH�RI�RWKHUV�LQFOXGLQJ�FROOHDJXHV��VHQLRU�PDQDJHUV�
DQG�FXVWRPHUV��

�
��� $ELOLW\�WR�PDNH�GHFLVLRQV�DQG�VROYH�SUREOHPV�WR�PHHW�
RSHUDWLRQDO�WDUJHWV��LQYROYLQJ�GHYLVLQJ�VROXWLRQV�DQG�
SULRULWLVLQJ�WKH�UHVRXUFHV�DYDLODEOH�
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Experience 
�
��� ([SHULHQFH�DQG�HYLGHQFH�RI�GHOLYHULQJ�FRPSOH[�SURMHFWV�ZLWKLQ�
GHDGOLQHV��

��� ([SHULHQFH�RI�WUDQVODWLQJ�VWUDWHJ\�LQWR�DFWLRQ��
��� ([SHULHQFH�RI�GHYHORSLQJ�SRVLWLYH�ZRUNLQJ�UHODWLRQVKLSV�ZLWK�
VWDNHKROGHUV�DQG�LQIOXHQFLQJ�SDUWQHUV�WR�GHOLYHU�D�FRPPRQ�
DJHQGD��

��� ([SHULHQFH�RI�DQDO\VLQJ�FRPSOH[�LQIRUPDWLRQ��LQWHUSUHWLQJ�
JXLGDQFH�DQG�UHJXODWLRQV�DQG�DSSO\LQJ�WKHVH�WR�SURMHFWV�
DQG�RU�SURJUDPPHV��

��� ([SHULHQFH�RI�SUHVHQWLQJ�LQIRUPDWLRQ�WR�JURXSV�LQGLYLGXDOV�±�
ERWK�IRUPDOO\�DQG�LQIRUPDOO\�

��� ([SHULHQFH�RI�ZRUNLQJ�LQ�ORFDO�JRYHUQPHQW��LQFOXGLQJ�
LQYROYHPHQW�ZLWK�HOHFWHG�PHPEHUV��

��� $Q�XQGHUVWDQGLQJ�RI�DQG�FRPPLWPHQW�WR�HIIHFWLYH�FXVWRPHU�
DQG�FRPPXQLW\�HQJDJHPHQW��

��� $Q�XQGHUVWDQGLQJ�RI�DQG�FRPPLWPHQW�WR�WKH�GHOLYHU\�RI�
HTXDOLW\�DQG�GLYHUVLW\�LQ�HPSOR\PHQW�DQG�VHUYLFH�GHOLYHU\��

�
��� $ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�GHOLYHU\�WDUJHWV�E\�WKH�
HIIHFWLYH�XVH�RI�UHVRXUFHV��

�
����$ELOLW\�WR�GHYHORS�DQG�PDLQWDLQ�DQ�DJUHHG�SURMHFW�SODQ�DQG�
GHWDLOHG�VWDJH�SODQ�V���

�
����$ELOLW\�WR�DSSO\�ULVN�DVVHVVPHQWV�DQG�SURMHFW�PDQDJHPHQW�
GLVFLSOLQHV�DQG�WR�GHOLYHU�SURMHFWV�RQ�WLPH�DQG�ZLWKLQ�FRVW�
OLPLWV��

�
����$ELOLW\�WR�ZULWH�ZHOO�DQG�SUHSDUH�SUHFLVH��FOHDU�DQG�VWLPXODWLQJ�
UHSRUWV�DQG�EULHILQJV��

�
����$ELOLW\�WR�PHHW�GHDGOLQHV��

�
����([FHOOHQW�FRPPXQLFDWLRQ�DQG�SUHVHQWDWLRQ�VNLOOV��

�
����$�JRRG�VWDQGDUG�RI�,7�VNLOOV�DQG�WKH�DELOLW\�WR�PDNH�HIIHFWLYH�
XVH�RI�WHFKQRORJ\��

�
����$�FRPPLWPHQW�WR�GHOLYHULQJ�H[FHOOHQFH�DQG�XQGHUWDNLQJ�
DFWLYLWLHV�WR�WKH�EHVW�RI�DELOLW\��

�
����$Q�DELOLW\�WR�ZRUN�UHOLDEO\�DQG�UHVSRQVLEO\�ZLWK�LQWHUQDO�DQG�

H[WHUQDO�VWDNHKROGHUV�DQG�HQFRXUDJH�DQG�VXSSRUW�RWKHUV�WR�
DFKLHYH�JRDOV��

�
����$Q�DELOLW\�WR�LGHQWLI\�SUREOHPV��DQDO\VH�WKH�UHOHYDQW�IDFWRUV�
DQG��WKURXJK�WKH�XVH�RI�DSSURSULDWH�LQIRUPDWLRQ��GHOLYHU�
HIIHFWLYH�VROXWLRQV��

�
�
����$Q�DELOLW\�WR�SODQ��RUJDQLVH��PDQDJH�DQG�PRQLWRU�DFWLYLWLHV�RI�

VHOI�DQG�RWKHUV�WRZDUGV�WKH�DFKLHYHPHQW�RI�REMHFWLYHV��
SULRULWLHV�DQG�VFKHGXOHV��

�
����$Q�DELOLW\�WR�WDNH�DFFRXQW�RI�WKH�EURDGHU�VWUDWHJLF�FRQWH[W�RI�
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WKH�SURJUDPPH�DQG�XQGHUVWDQG�SURJUDPPH�
LQWHUGHSHQGHQFLHV��

�
����+LJK�OHYHO�RI�SHUVRQDO�FUHGLELOLW\�DQG�LQWHJULW\��

�

Role Dimensions 
��� 5HVSRQVLELOLW\�IRU�WKH�SUDFWLFDO�GHOLYHU\�RI�WUDQVIRUPDWLRQ�ZRUN�XQGHU�WKH�$GXOW�6RFLDO�&DUH�3RUWIROLR�
��� 7R�HQVXUH�WKH�ZRUN�LV�OLQNHG�WR�WUDQVIRUPDWLRQ�ZRUN�WDNLQJ�SODFH�LQ�WKH�ORFDO�KHDOWK�FRPPXQLW\��LQ�WKH�FURVV�FXWWLQJ�&RXQFLO�ZRUN�RQ�
FRPPXQLW\�HPSRZHUPHQW�DQG�UHVLOLHQFH�DQG�ZLWK�RWKHU�SDUWQHUV�DQG�VWDNHKROGHUV��

��� 6XFFHVVIXO�LPSOHPHQWDWLRQ�RI�WKH�$GXOW�6RFLDO�&DUH�6WUDWHJ\�ZLOO�VXSSRUW�WKH�GHOLYHU\�RI�VDYLQJV�SURMHFWV�ZLWK�DQ�RYHUDOO�WDUJHW�RI�
�����P�EHWZHHQ���������DQG������������

��� 7KH�SRVW�ZLOO�KDYH�OLQH�PDQDJHPHQW�UHVSRQVLELOLW\�IRU�XS�WR�IRXU�PHPEHUV�RI�VWDII�DW�JUDGH�&�DQG�ZLGHU�UHVSRQVLELOLWLHV�WR�GLUHFW�VWDII�
ZRUNLQJ�RQ�VSHFLILF��WLPH�OLPLWHG�SURMHFWV�DV�DQG�ZKHQ�UHTXLUHG����
��

Please attach a structure chart 

�
'DWH���������


