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Job Description 

�

Title  
27�0DQDJHU��

Service Group��
&KLOGUHQ��)DPLOLHV�DQG�&XOWXUDO�6HUYLFHV�
3HUVRQDOLVDWLRQ�6HUYLFH�

Post Ref�
 

Job Purpose 
7R�EH�UHVSRQVLEOH�IRU�WKH�RSHUDWLRQDO�RYHUVLJKW�DQG�PDQDJHPHQW�RI�D�WHDP�RI�IURQW�OLQH�SURIHVVLRQDO�
VWDII�ZLWKLQ�WKH�,QWHJUDWHG�&KLOGUHQ¶V�'LVDELOLW\�27�7HDP���(QVXULQJ�WKH�WLPHO\��SHUVRQ�FHQWUHG�DQG�
RXWFRPH�IRFXVHG�DVVHVVPHQW�DQG�UHYLHZ�RI�27�1HHGV�DQG�VXSSRUW�SODQV���

Key Responsibilities 
�
��� 3HUVRQDOO\�DQG�WKURXJK�WHDP�PHPEHUV�GHOLYHU�VHUYLFH�WDUJHWV�
VHW�RXW�LQ�WKH�VHUYLFH�DQG�WHDP�SODQV��

��� 8SGDWH�WKH�27�7HDP�VHUYLFH�SODQ�RQ�DQ�DQQXDO�EDVLV�HQVXULQJ�
LW�OLQNV�WR�WKH�ZLGHU�VHUYLFH�SULRULWLHV�DQG�UHYLHZ�DQG�UHSRUW�RQ�
SURJUHVV�WR�WKH�7HDP�0DQDJHU��

��� 3URYLGH�RSHUDWLRQDO�OLQH�PDQDJHPHQW�WR�WKH�6HQLRU�27�3UDFWLFH�
&RQVXOWDQW�DQG�4XDOLILHG�2FFXSDWLRQDO�7KHUDSLVWV��

��� 0DQDJH�DQG�GHOLYHU�VWDWXWRU\�27�VHUYLFHV�ZLWKLQ�DYDLODEOH�
UHVRXUFHV�DQG�VHUYLFH�VWDQGDUG�WLPHIUDPHV��

��� 0DQDJH�DQG�UHVROYH�VHUYLFH�FRPSODLQWV�DQG�LVVXHV�
��� ,PSURYH�WKH�SHUIRUPDQFH�DQG�VWDQGDUGV�RI�WKH�ZKROH�WHDP��DV�
ZHOO�DV�WKRVH�SDUWLFXODUO\�XQGHU�KLV�KHU�OLQH�PDQDJHPHQW�E\�
PDLQWDLQLQJ�FRPPXQLFDWLRQ�DQG�FRPSO\LQJ�ZLWK�WKH�
GHSDUWPHQWV�H[SHFWDWLRQV�DQG�VWDQGDUGV�DURXQG�VXSHUYLVLRQ��

��� 7R�PRQLWRU�FXVWRPHU�VHUYLFH�VDWLVIDFWLRQ�DQG�LPSURYH�FXVWRPHU�
H[SHULHQFHV�DV�UHTXLUHG��

��� 7R�DFW�DV�D�SURIHVVLRQDO�H[HPSODU�DW�DOO�WLPHV��
��� 7R�GHSOR\�DQG�PDQDJH�DVVLJQHG�EXGJHWV�DQG�VWDIILQJ��DV�
UHTXLUHG�DQG�SURYLGH�PRQWKO\�EXGJHW�XSGDWHV�WR�WKH�6HUYLFH�
7HDP�0DQDJHU�LQ�SUHSDUDWLRQ�IRU�EXGJHW�IRUHFDVWV��

����7R�OHDG�RQ�EXLOGLQJ�SRVLWLYH�ZRUNLQJ�UHODWLRQVKLSV�ZLWK�SDUWQHU�
DJHQFLHV�

����7R�SURYLGH�WKH�6HUYLFH�7HDP�0DQDJHU�ZLWK�XSGDWHV�RQ�
RSHUDWLRQDO�PDWWHUV��

����7R�EH�UHVSRQVLEOH�IRU�SUREOHP�VROYLQJ��UHVROYLQJ���DQG�

Key Accountabilities 
�
��� 6SHFLILHG�VHUYLFH�WDUJHWV�ZLWKLQ�DJUHHG�UHVRXUFHV��
�

��� (IIHFWLYH�VXSHUYLVLRQ�RI�VWDII�WR�VHFXUH�KLJK�OHYHOV�RI�
SHUIRUPDQFH��
�

��� (IIHFWLYH�PDQDJHPHQW�DQG�GHSOR\PHQW��RI�LGHQWLILHG�EXGJHWV�
DV�DSSURSULDWH�
�

��� (IIHFWLYH�FRQWURO�RI�UHVRXUFH�DOORFDWLRQ��
�

��� $OHUW�WKH�7HDP�0DQDJHU�RI�LVVXHV�WKDW�FRXOG�DIIHFW�
SHUIRUPDQFH��
�

��� 7R�HQVXUH�WKDW�SURFHVVHV�DUH�FDUULHG�RXW�ZLWKLQ�VWDWXWRU\�
WLPHOLQHV�DQG�JXLGDQFH�DQG�WKDW�WKH�VHUYLFH�RSHUDWHV�LQ�
UHODWLRQ�WR�DOO�FRXQW\�FRXQFLO�SROLFLHV�DQG�SURFHGXUHV��
�

��� (QVXUH�SURFHVVHV�DUH�FDUULHG�RXW�ZLWKLQ�VWDWXWRU\�DQG�
VHUYLFH�VHW�WLPHIUDPHV��
�

��� (IIHFWLYH�FRQWURO�RI�FDVH�UHFRUGLQJV�RQ�IUDPHZRUN�PRVDLF�
�

��� 3URJUHVVLRQ�DQG�WLPHO\�UHVSRQVH�WR�ERWK�ILUVW�DQG�VHFRQG�
VWDJH�FRPSODLQWV���
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UHVSRQGLQJ�WR�VHUYLFH�FRPSODLQWV�DV�DSSURSULDWH�WR�D�ILUVW�OLQH�
PDQDJHU��

����7R�EH�UHVSRQVLEOH�IRU�FROOHFWLQJ��DQDO\VLQJ�DQG�UHSRUWLQJ�RQ�
VHUYLFH�VWDWLVWLFDO�GDWD�WR�WKH�6HUYLFH�7HDP�0DQDJHU��

����7R�UHJXODUO\�UHYLHZ�DQG�XSGDWH�VHUYLFH�SROLFLHV�DQG�SURFHVVHV�
LQ�OLQH�ZLWK�VHUYLFH�FKDQJHV��JRYHUQPHQW�JXLGDQFH�DQG�
OHJLVODWLRQ�DQG�HQVXUH�WKHVH�DUH�DFFXUDWH�RQ�WKH�ORFDO�RIIHU��

����7R�PDQDJH�H[SHQGLWXUH�RQ�WKH�,&(/6�%XGJHW��ZLWK�DQ�DLP�RI�
NHHSLQJ�H[SHQGLWXUH�ZLWKLQ�LQ�\HDU�EXGJHWV��

����7R�DSSO\�D�4XDOLW\�0DQDJHPHQW�)UDPHZRUN�WR�WKH�27�VHUYLFH�
DQG�SURYLGH�WKH�6HUYLFH�7HDP�0DQDJHU�ZLWK�4XDOLW\�$VVXUDQFH�
UHSRUWV���

����'HYHORS�DQG�LPSOHPHQW�D�VHUYLFH�FRPSHWHQF\�IUDPHZRUN��
����7R�PDQDJH�DQG�PDNH�PDQDJHULDO�GHFLVLRQV�RYHU�GDLO\�GXW\�
FDVHV�ZLWK�WKH�VXSSRUW�RI�WKH�6HQLRU�&RQVXOWDQW�3UDFWLWLRQHU��

����+DYH�RYHUDOO�PDQDJHULDO�UHVSRQVLELOLW\�IRU�WKH�GD\�WR�GD\�
RSHUDWLRQDO�EXVLQHVV�DQG�VHUYLFH�VWDQGDUGV��

����7R�LGHQWLI\�DQG�OHDG�RQ�WUDLQLQJ�IRU�WKH�27�7HDP�WR�PHHW�WKH�
QHHGV�RI�WKH�VHUYLFH��/RFDO�$XWKRULW\�DQG�*RYHUQPHQW�DJHQGDV��

����7R�KDYH�RYHUDOO�OLQH�PDQDJHPHQW�RI�WKH�$FFHVV�2IILFHU�DQG�
UHVSRQVLELOLW\�IRU�SURYLGLQJ�WKH�6HUYLFH�7HDP�0DQDJHU�ZLWK�
PRQWKO\�XSGDWHV�RQ�WKH�6$,�EXGJHW���

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

Education and Knowledge 
�

��� 4XDOLILHG�2FFXSDWLRQDO�7KHUDSLVW��'LSFRW�27�'HJUHH��
��� +&3&�5HJLVWHUHG�
��� (YLGHQFH�RI�FRQWLQXRXV�SURIHVVLRQDO��PDQDJHULDO�DQG�OHDGHUVKLS�
GHYHORSPHQW��

��� 'HWDLOHG�NQRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�OHJLVODWLRQ�DQG�LVVXHV�
UHODWLQJ�WR�FKLOGUHQ�ZLWK�6SHFLDO�(GXFDWLRQDO�1HHGV�DQG�'LVDELOLWLHV�
DQG�WKHLU�IDPLOLHV��SKLORVRSK\��SULQFLSOHV�DQG�PDLQ�OHJDO�DVSHFWV�RI�
WKH�&KLOGUHQ�$FW�������&KLOGUHQ�DQG�)DPLOLHV�$FW�������&KURQLFDOO\�

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��
�

����$QWLFLSDWHV�FXVWRPHU�QHHGV�WR�SURYLGH�H[FHOOHQW�VHUYLFH�
FRQWLQXDOO\�VWULYLQJ�WR�LPSURYH�HIILFLHQF\�DQG�
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6LFN�DQG�'LVDEOHG�3HUVRQV�$FW��+RXVLQJ�DQG�5HJHQHUDWLRQ�$FW��
��� .QRZOHGJH�RI�WKH�SULQFLSOHV�DQG�SUDFWLFH�RI���(IIHFWLYH�SHRSOH�
PDQDJHPHQW��([FHOOHQW�&XVWRPHU�6HUYLFH��6DIHJXDUGLQJ�DQG�
5HVWULFWLYH�3UDFWLFHV��'2/6��5LVN�0DQDJHPHQW��(TXDOLW\�DQG�
'LYHUVLW\��0HQWDO�&DSDFLW\�$FW�

��� *RRG�ZULWWHQ�DQG�YHUEDO�VNLOOV�DQG�WKH�DELOLW\�WR�SUHVHQW�FRPSOH[�
LQIRUPDWLRQ�LQ�DQ�DSSURSULDWH�IRUPDW�WR�D�YDULHW\�RI�DXGLHQFHV��

��� 6WURQJ�,&7�VNLOOV�DQG�WKH�DELOLW\�WR�DQDO\VH�FRPSOH[�GDWD�

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��
�

�
����$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�D�QXPEHU�RI�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��
�

����([FHOOHQW�ZULWWHQ�DQG�YHUEDO�VNLOOV�DQG�WKH�DELOLW\�WR�
SUHVHQW�FRPSOH[�LQIRUPDWLRQ�LQ�DQ�DSSURSULDWH�IRUPDW�WR�D�
YDULHW\�RI�DXGLHQFHV��
�

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

Experience 
�
����0LQLPXP�RI���\HDUV¶�H[SHULHQFH�ZLWKLQ�WKH�VHUYLFH�DUHD��
�
����([WHQVLYH�UHOHYDQW�SRVW�TXDOLILFDWLRQ�H[SHULHQFH�DV�D�FKLOGUHQ¶V�

RFFXSDWLRQDO�WKHUDSLVW��ZRUNLQJ�ZLWK�GLVDEOHG�FKLOGUHQ�DQG�WKHLU�
IDPLOLHV��
�

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

����([SHULHQFH�RI�PDQDJLQJ�VWDII�HIIHFWLYHO\��
�

����([SHULHQFH�RI�SODQQLQJ�DQG�RUJDQLVLQJ�WHDP�ZRUN�RU�FR�RUGLQDWLQJ�
FRPSOH[�DFWLYLWLHV��
�

����([SHULHQFH�RI�ZRUNLQJ�LQ�D�PXOWL�DJHQF\�HQYLURQPHQW�DQG�
SDUWQHUVKLS�ZRUNLQJ��
�

����([SHULHQFH�RI�SURPRWLQJ�HTXDOLW\�DQG�GLYHUVLW\��
�

����([SHULHQFH�RI�VROXWLRQ�IRFXVVHG�SODQQLQJ�LQ�RUGHU�WR�UHVROYH�
FRPSOH[�FDVHZRUN�LVVXHV��

�
�

Role Dimensions 
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����7R�EH�UHVSRQVLEOH�IRU�WKH�RSHUDWLRQDO�PDQDJHPHQW�RI�D�WHDP�RI�IURQW�OLQH�SURIHVVLRQDO�VWDII�ZLWKLQ�WKH�27�7HDP��
����7R�PRQLWRU��UHYLHZ�DQG�GHYHORS�WKH�VHUYLFH�LQ�UHODWLRQ�WR�27�DVVHVVPHQW��TXDOLW\�DQG�UHYLHZLQJ��
����7R�EH�SDUW�RI�D�ZLGHU�PDQDJHPHQW�WHDP�SURYLGLQJ�VHUYLFHV�IRU�GLVDEOHG�FKLOGUHQ�DQG�\RXQJ�SHRSOH�DQG�SURYLGH�PDQDJHPHQW�FRYHU�
DV�DQG�ZKHQ�UHTXLUHG��

����7R�UHSUHVHQW�WKH�VHUYLFH�DQG�IHHG�LQWR�VWUDWHJLF�PHHWLQJV�SODQV��
����7R�EH�UHVSRQVLEOH�IRU�SURYLGLQJ�EXGJHW�XSGDWHV��WR�WKH�6HUYLFH�7HDP�0DQDJHU��
����7R�WDNH�WKH�OHDG�RQ�DQG�UHSUHVHQW�WKH�&KLOGUHQ¶V�&RXQW\ZLGH�27�6HUYLFH�RQ�FRPSOH[�FDVHV�WKDW�UHTXLUH�KLJK�FRVW�DGDSWDWLRQ�')*�
ZRUNV�

����7R�ZRUN�LQ�SDUWQHUVKLS�ZLWK�RXU�'LVWULFW�&RXQFLO�3DUWQHUV��RI�ZKLFK�WKHUH�DUH����LQ�GUDIWLQJ�DQG�DJUHHLQJ�SROLF\�DQG�SUDFWLFH�WR�SURPRWH�
FRQVLVWHQW�JRRG�SUDFWLFH�DFURVV�WKH�FRXQW\���

����7R�ZRUN�LQ�FORVH�SDUWQHUVKLS�ZLWK�WKH�&'6�6:�3UDFWLFH�&RQVXOWDQWV�WR�SURPRWH�EHWWHU�SDUWQHUVKLS�ZRUNLQJ�IRU�WKRVH�FDVHV�ZKHUH�
UHVWULFWLYH�SUDFWLFHV�DUH�XVHG�WR�PDQDJH�FRQFHUQLQJ�EHKDYLRXUV��

����7R�SURYLGH�LQ�VHUYLFH�WUDLQLQJ�WR�WKH�WHDP�DQG�RWKHU�SURIHVVLRQDO�FROOHDJXHV�WR�SURPRWH�DQG�SURJUHVV�EHWWHU�LQWHJUDWHG�ZRUNLQJ�
����'LUHFW�PDQDJHPHQW�UHVSRQVLELOLW\�IRU����)7(�VWDII�

�

�
'DWH�����������


