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Job Description 13 �

Title  
5HOLHI�0HDOV�2SHUDWLYH�

Department:�
$GXOW�6RFLDO�&DUH��+HDOWK�	�3XEOLF�3URWHFWLRQ�

Post Ref�
�

Job Purpose 
 
7R�XQGHUWDNH�WKH�µSLFN�DQG�SDFN¶�RSHUDWLRQ�DQG�WKH�GHOLYHU\�RI�0HDOV�$W�+RPH��LQFOXGLQJ�D�³VDIH�	�ZHOO�
FKHFN�IRU�FXVWRPHUV�RI�WKH�VHUYLFH��7KH�PHDOV�VHUYLFH�LV�D�VHYHQ�GD\�SHU�ZHHN�RSHUDWLRQ��
�

Key Responsibilities�
�

��� 7R�FROOHFW��LQFOXGLQJ�µSLFN�DQG�SDFN¶�RSHUDWLRQV�DQG�GHOLYHU�
PHDOV�WR�LQGLYLGXDO�FXVWRPHUV�DQG�OXQFK�FOXEV�RQ�D�URXWH�
DVVLJQHG�E\�WKH�7HDP�/HDGHU��'LVWULEXWLRQ���7KLV�PXVW�EH�GRQH�
LQ�D�VSHFLILHG�WLPH�IUDPH�WR�PHHW�WKH�UHTXLUHPHQWV�RI�)RRG�
6DIHW\�/HJLVODWLRQ��

��� 7R�PDNH�D�GDLO\�³6DIH�	�:HOO´�FKHFN�RQ�DOO�FXVWRPHUV��
REVHUYLQJ�DQG�UHSRUWLQJ�VPDOO�FKDQJHV�LQ�EHKDYLRXU�DQG�
ZHOIDUH�DQG�IROORZLQJ�D�SUHVFULEHG�FRXUVH�RI�DFWLRQ�WR�GHDO�ZLWK�
DQ\�HPHUJHQF\�VLWXDWLRQ�ZKLFK�PD\�RFFXU��

��� (QVXUH�WKDW�DQ\�KRW�PHDO�LV�DFFHVVLEOH�WR�WKH�FXVWRPHU�DQG�WKDW�
DQ\�QHFHVVDU\�VWHSV�KDYH�EHHQ�WDNHQ�WR�HQDEOH�WKHP�WR�
FRQVXPH�WKH�PHDO��5HSRUW�RU�UHIHU�DQ\�GHWDLOV�RI�DQ\�FXVWRPHU�
SUREOHPV�RU�FKDQJHV�LQ�PHDO�UHTXLUHPHQWV�WR�WKH�DSSURSULDWH�
VWDII��

��� 7R�REVHUYH�DQG�UHSRUW�DQ\�YHKLFOH�GHIHFWV�WR�WKH�7HDP�/HDGHU�
�'LVWULEXWLRQ��LQ�RUGHU�WR�NHHS�WKH�YHKLFOHV�LQ�D�JRRG�VWDWH�RI�
URDG�ZRUWKLQHVV��

��� (QVXUH�WKH�YHKLFOHV�SURYLGHG�DUH�RSHUDWHG�LQ�DFFRUGDQFH�ZLWK�
WKH�1RWHV�RI�*XLGDQFH��9HKLFOH�2SHUDWLRQ��DW�DOO�WLPHV��

��� &OHDQLQJ�RI�WKH�YHKLFOHV�DQG�DQ\�DVVRFLDWHG�HTXLSPHQW�RQ�D�
UHJXODU�EDVLV�RU�DV�UHTXHVWHG�E\�WKH�7HDP�/HDGHUV�
�'LVWULEXWLRQ���

��� 7R�REVHUYH�DQG�UHSRUW�DQ\�XQXVXDO�DFWLYLW\�ZKLOH�WUDYHOOLQJ�
DURXQG�WKH�FRPPXQLW\��

Key Accountabilities 
�
�����7R�PRQLWRU�PHDO�WHPSHUDWXUHV�DQG�HQVXUH�PHDOV�DUH�
GHOLYHUHG�DW�WHPSHUDWXUHV�ZKLFK�PHHW�)RRG�+\JLHQH�
5HJXODWLRQV��

����7R�GULYH�WKH�GHOLYHU\�YHKLFOHV�ZLWKLQ�WKH�ODZ�DW�DOO�WLPHV�
LQFOXGLQJ�WKH�REVHUYDWLRQ�RI�VSHHG�OLPLWV�DQG�DFFRUGLQJ�
WR�DQ\�DGYHUVH�URDG�FRQGLWLRQV���9HKLFOHV�DUH�WUDFNHG�
DW�DOO�WLPHV�IRU�VDIHW\�UHDVRQV��

����0DLQWDLQ�FXVWRPHU�FRQILGHQWLDOLW\�DW�DOO�WLPHV��
�



�
��� 7R�XQGHUWDNH�DQ\�DGGLWLRQDO�MRXUQH\V�DV�GLUHFWHG�E\�WKH�7HDP�
/HDGHUV��'LVWULEXWLRQ���

��� 7R�XQGHUWDNH�DOO�VDIHW\�FKHFNV�DV�UHTXLUHG�DQG�UHFRUG�
DSSURSULDWHO\��

����7R�UHFRUG�DQG�UHWXUQ�DQ\�ZDVWH�PHDOV��
����7R�EH�UHVSRQVLEOH�IRU�ORFNLQJ�DQG�XQORFNLQJ�RI�WKH�GLVWULEXWLRQ�
IDFLOLW\��DV�SHU�GHVLJQDWHG�ZHHNHQG�URWD��

����7R�FRQWDFW�WKH�7HDP�/HDGHU��'LVWULEXWLRQ��LQ�WKH�HYHQW�RI�DQ\�
HPHUJHQF\���

����7R�FDUU\�RXW�DOO�GXWLHV�DQG�UHVSRQVLELOLWLHV�ZLWK�D�FDQ�GR�DWWLWXGH��
�

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

Person Specification  
0XVW�EH�RYHU����DQG�KROG�D�IXOO�FOHDQ�GULYLQJ�/LFHQFH  
�

Education and Knowledge 
�
��� &RPSHWHQF\�DQG�DFFXUDF\�LQ�ZULWWHQ�ZRUN�
��� &RPSHWHQF\�DQG�DFFXUDF\�LQ�QXPHULFDO�ZRUN���
��� .QRZOHGJH�RI�%DVLF�)RRG�+\JLHQH��+HDOWK�DQG�6DIHW\�SROLFLHV�
DQG�SURFHGXUHV��

 Skills and abilities 
�
��� 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��
��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGH�D�VDIH�
HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ��

��� $ELOLW\�WR�REVHUYH�VPDOO�FKDQJHV�LQ�LQGLYLGXDO�FXVWRPHUV��
��� $ELOLW\�WR�FRQWULEXWH�WR�5LVN�$VVHVVPHQWV�DQG�SODQV�RI�ZRUN���
����)OH[LEOH�DQG�DGDSWDEOH�WR�PHHW�VHUYLFH�QHHG��

Experience 
�
�������\HDUV�GULYLQJ�H[SHULHQFH�DQG�EH�DEOH�WR�GHPRQVWUDWH�D�
JRRG�OHYHO�RI�FRQILGHQFH�WR�GULYH�LQ�DOO�DGYHUVH�ZHDWKHU�
FRQGLWLRQV��

�����([SHULHQFH�LQ�FXVWRPHU�FDUH�LQFOXGLQJ�WKH�QHHG�IRU�
FRQILGHQWLDOLW\��

Role Dimensions 
����7R�GHOLYHU�PHDOV�WR�PHPEHUV�DQG�JURXSV�RI�WKH�FRPPXQLW\��WKLV�LQFOXGHV�RSHUDWLQJ�DV�D�ORQH�ZRUNHU���
����7KLV�SRVW�GRHV�QRW�PDQDJH�VWDII��
����7R�GLVWULEXWH�OHDIOHWV�DQG�PDUNHWLQJ�PDWHULDO�DV�UHTXHVWHG�E\�WKH�7HDP�/HDGHU��'LVWULEXWLRQ��
����7R�DVVLVW�WKH�FXVWRPHU�WR�FRPSOHWH�D�FKRLFH�PHQX�RU�D�FXVWRPHU�VDWLVIDFWLRQ�VXUYH\�DV�UHTXLUHG��



�
�

�
. 
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�


