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Title 
&RPPXQLW\�&DUH�2IILFHU��

'HSDUWPHQW�
$GXOW�6RFLDO�&DUH��+HDOWK�DQG�3XEOLF�3URWHFWLRQ�

Post Ref. 
      

Job Purpose 
7R�EH�UHVSRQVLEOH�IRU�ERWK�DVVHVVPHQW�DQG�VXSSRUW�SODQQLQJ�ZKLFK�PHHWV�RXWFRPHV�LQ�OLQH�ZLWK�WKH�$GXOW�6RFLDO�FDUH�6WUDWHJ\��
�

Key Responsibilities 
�

�
�

��� $VVHVV�DQG�5HYLHZ�LQGLYLGXDO�DQG�FDUHU�QHHG��LQLWLDWLQJ�DQG�FRRUGLQDWH�
VROXWLRQV�LQWHUYHQWLRQV�WR�PHHW�DJUHHG�SHUVRQDOLVHG�RXWFRPHV��

��� %H�UHVSRQVLEOH�IRU�WKH�LGHQWLILFDWLRQ�RI�SRWHQWLDO�UHDEOHPHQW�RSSRUWXQLWLHV�DQG�
SURYLGH�DFFHVV�WR�WKRVH�VHUYLFHV�DV�UHTXLUHG���

��� 3URPRWH�LQGHSHQGHQFH�DQG�SHUVRQDOLVDWLRQ�WR�HQVXUH�WKDW�VHUYLFH�XVHUV�DQG�
FDUHUV�FDQ�DVVHVV�DQG�PDQDJH�WKHLU�RZQ�QHHGV���RU�EH�VXSSRUWHG�WR�GR�VR��
ULVNV�DQG�XQFHUWDLQWLHV�ZLWKLQ�WKHLU�OLYLQJ�HQYLURQPHQW�DQG�PHHW�WKHLU�
LGHQWLILHG�VKRUW�DQG�ORQJ�WHUP�RXWFRPHV���

��� ,GHQWLI\�FRPPXQLW\�DQG�RWKHU�VXSSRUW�UHVRXUFHV��PD[LPLVLQJ�LQGLYLGXDOV�
DVVHWV��SUHYHQWDWLYH�XQLYHUVDO�VHUYLFHV�DQG�RWKHU�IXQGLQJ�VRXUFHV��LQ�OLQH�
ZLWK�WKH�$GXOW�6RFLDO�&DUH�6WUDWHJ\�DQG�WKH�FRQFHSW�RI�µMXVW�HQRXJK¶�VXSSRUW��

��� 5HYLHZ�RQJRLQJ�VHUYLFH�SURYLVLRQ�DV�QHFHVVDU\�HQVXULQJ�WKDW�DOO�DOWHUQDWLYH�
VROXWLRQV�KDYH�EHHQ�FRQVLGHUHG���

��� 3URYLGH�LQIRUPDWLRQ��DGYLFH�DQG�VXSSRUW�WR�VHUYLFH�XVHUV�DQG�WKHLU�FDUHUV���
��� %H�DEOH�WR�XVH�WKH�0HQWDO�&DSDFLW\�$FW�SUDFWLFH�IUDPHZRUN�DV�QHFHVVDU\���
��� 6XSSRUW�WKH�ZRUN�RI�6DIHJXDUGLQJ�2IILFHUV�DQG�6DIHJXDUGLQJ�0DQDJHUV�

GXULQJ�WKH�FRXUVH�RI�HQTXLUHV��$Q\�WDVNV�PXVW�IDOO�VKRUW�RI�WKRVH�FRPSOHWHG�
E\�WKH�6DIHJXDUGLQJ�2IILFHU�0DQDJHU���

��� 2UJDQLVH�DQG�PDQDJH�\RXU�VRFLDO�FDUH�ZRUNORDG�LQGHSHQGHQWO\�ZLWK�WKH�
DSSURSULDWH�RYHUVLJKW�DQG�GLUHFWLRQ�RI�WKH�OLQH�PDQDJHU�VXSHUYLVRU��
SURIHVVLRQDO�OHDG���

����)ROORZLQJ�DSSURSULDWH�WUDLQLQJ��XQGHUWDNH�DVVHVVPHQWV�XVLQJ�D�UDQJH�RI�
KHDOWK�DQG�VRFLDO�FDUH�WRROV��IRU�H[DPSOH��FRQWULEXWLQJ�WR�FRQWLQXLQJ�KHDOWK�
FDUH�DVVHVVPHQWV���

����/LDLVH�DQG�QHJRWLDWH�ZLWK�ORFDO�SURYLGHUV�DQG�VXSSRUW�QHWZRUNV�WR�GHOLYHU�
EHWWHU�RXWFRPHV�IRU�SHRSOH��

����&RQWULEXWH�WR�SUDFWLFH�DQG�VHUYLFH�GHYHORSPHQW�ZKLFK�PD\�LQFOXGH�ZRUNLQJ�
IOH[LEO\�DV�WKH�VHUYLFH�GHPDQGV��

Key Accountabilities 
�

��� $FFRXQWDEOH�IRU�RZQ�SHUIRUPDQFH�
�
��� $FFRXQWDEOH�IRU�WKH�TXDOLW\�RI�WKH�ZRUN�XQGHUWDNHQ�
�
��� $OHUW�PDQDJHUV�RI�LVVXHV�WKDW�FRXOG�DIIHFW�

SHUIRUPDQFH�
�
��� $VVLVW�PDQDJHUV�WR�PHHW�VSHFLILF�VHUYLFH�WDUJHWV�

ZLWKLQ�DJUHHG�UHVRXUFHV��
�
��� $VVLVW�WHDP�LQ�PDLQWDLQLQJ�DSSURSULDWH�SDUWQHUVKLS�

DUUDQJHPHQWV��
�
��� 0DLQWDLQ�HIIHFWLYH�ZRUNLQJ�UHODWLRQVKLSV�DQG�

FRQWULEXWH�WR�D�ZRUNLQJ�HQYLURQPHQW�ZKLFK�LV�VDIH��
FRQVLGHUDWH�DQG�VXSSRUWLYH�WR�DOO��LQ�DFFRUGDQFH�
ZLWK�UHOHYDQW�OHJLVODWLRQ�DQG�SROLF\��

�
��� 7DNH�UHDVRQDEOH�FDUH�RI�\RXU�KHDOWK��VDIHW\�DQG�

ZHOIDUH��DQG�WKDW�RI�RWKHU�SHUVRQV�ZKR�PD\�EH�
DIIHFWHG�E\�WKH�SHUIRUPDQFH�RI�\RXU�GXWLHV�
�

��� :RUNLQJ�LQ�DFFRUGDQFH�ZLWK�SROLFLHV�DQG�
SURFHGXUHV�DURXQG�LQIRUPDWLRQ�PDQDJHPHQW�DQG�
GDWD�SURWHFWLRQ���

�
�



����+DYH�UHJDUG�DW�DOO�WLPHV�IRU�WKH�FRQILGHQWLDO�QDWXUH�RI�WKH�ZRUN�DQG�QRW�WR�
GLVFXVV�RU�GLVFORVH�LQIRUPDWLRQ�WR�XQDXWKRULVHG�SDUWLHV�

�

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

�

�
�
�

�
�
�

�
�
�

Person Specification�
Education and Knowledge 

�

��� 5HOHYDQW�+HDOWK�6RFLDO�&DUH�TXDOLILFDWLRQ�WR�194�OHYHO����DQ�HTXLYDOHQW�TXDOLILFDWLRQ�RU�
HYLGHQFH�RI�UHTXLUHG�VNLOOV�DQG�H[SHULHQFH���

��� .QRZOHGJH�RI�FRPPXQLW\�FDUH�VHUYLFHV�ZLWKLQ�D�KHDOWK�RU�VRFLDO�FDUH�VHWWLQJ��
.QRZOHGJH�RI�WKH�OHJLVODWLRQ�DQG�SROLFLHV�LQ�UHODWLRQ�WR�DGXOW�FRPPXQLW\�FDUH�VHUYLFHV��

��� .QRZOHGJH�RI�FXUUHQW�$GXOW�6RFLDO�&DUH�DQG�+HDOWK�SROLF\�GULYHUV���

Personal skills and general 
competencies 

�

��� $�IXOO�GULYLQJ�OLFHQFH�DQG�DFFHVV�WR�
WUDQVSRUW�LV�HVVHQWLDO��GLVDEOHG�HPSOR\HHV�
ZKR�DUH�XQDEOH�WR�GULYH�EHFDXVH�RI�WKHLU�
GLVDELOLW\�ZLOO�EH�DEOH�WR�XVH�WD[LV�WR�FDUU\�
RXW�WKHLU�GXWLHV��

��
�

��� $�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��

�
�
��� $ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�

GHOLYHU\�WDUJHWV�E\�WKH�HIIHFWLYH�XVH�RI�
UHVRXUFHV�H�J��WKH�DELOLW\�WR�ZRUN�IOH[LEO\�
DQG�HIILFLHQWO\���

Experience 
�

��� $W�OHDVW�WZR�\HDUV¶�H[SHULHQFH�RI�ZRUN�JDLQHG�WKURXJK�SDLG�HPSOR\PHQW�RU�H[WHQVLYH�
SHUVRQDO�H[SHULHQFH�RU�YROXQWDU\�ZRUN�

����([SHULHQFH�RI�RSHUDWLQJ�DV�SDUW�RI�D�WHDP�DQG�DVVLVWLQJ�RWKHUV�LQ�WKHLU�ZRUN��
����([SHULHQFH�RI�LQGHSHQGHQWO\�PDQDJLQJ�DQG�SULRULWLVLQJ�GHPDQGV�DQG�WDVNV�WR�PHHW�
REMHFWLYHV���

����([SHULHQFH�RI�NHHSLQJ�GHWDLOHG�UHFRUGV�DQG�FRQVWUXFWLQJ�UHSRUWV�RU�IRUPDO�
OHWWHUV�VXEPLVVLRQV���

����'HPRQVWUDEOH�H[SHULHQFH�RI�XVLQJ�LQIRUPDWLRQ�WHFKQRORJ\�LQ�D�UDQJH�RI�DSSOLFDWLRQV��
����([SHULHQFH�RI�QHJRWLDWLQJ�ZLWK�UHSUHVHQWDWLYH�RI�SDUWQHU�DJHQFLHV�WR�DFKLHYH�RXWFRPHV��
�

Role Dimensions 
�



��� )OH[LEOH�SDUWLFLSDWLRQ�LQ�RWKHU�WHDP�GXWLHV�DV�GHVLJQDWHG�E\�WKH�OLQH�VXSHUYLVRU�RU�PDQDJHU�H�J��GXW\���
��� $VVLVW�RWKHU�PHPEHUV�RI�WKH�WHDP�LQ�FDUU\LQJ�RXW�WKHLU�ZRUN��LQFOXGLQJ�DSSURSULDWH�6DIHJXDUGLQJ�WDVNV��DFFRUGLQJ�WR�WKHLU�JUDGH�DQG�

XQGHU�VXSHUYLVLRQ.�
��� 8QGHUWDNH�DVVHVVPHQWV�ZKLFK�PD\�LQYROYH�PXOWL�SURIHVVLRQDO�ZRUNLQJ�RU�UHTXLUH�XUJHQW�UHVSRQVHV���
��� /LDLVH�ZLWK�+HDOWK�DQG�VRFLDO�FDUH�FROOHDJXHV�LQFOXGLQJ�SULYDWH�DQG�YROXQWDU\�RUJDQLVDWLRQV�WR�HQVXUH�TXDOLW\�RXWFRPHV�IRU�VHUYLFH�

XVHUV���
��� &DUU\�RXW�MRLQW�KRPH�YLVLWV�ZLWK�RWKHU�SURIHVVLRQDOV�DQG�HQJDJH�LQ�GLVFKDUJH�SODQQLQJ�LQ�D�PXOWL�SURIHVVLRQDO�HQYLURQPHQW���
��� 8QGHUVWDQG��PDLQWDLQ�DQG�DSSO\�FXUUHQW�GHSDUWPHQWDO�SROLFLHV�WR�FDVH�ZRUN�DQG�ZRUN�UHTXLUHPHQWV���
��� 7DNH�XS�RSSRUWXQLWLHV�RI�WUDLQLQJ�VSHFLILF�WR�UROH�DQG�FRQWULEXWH�HIIHFWLYHO\�WRZDUGV�GHYHORSPHQW�RI�QHZ�V\VWHPV��SURFHVV�DQG�ZD\V�RI�

ZRUNLQJ���
��� 8QGHUWDNH�DQG�LPSOHPHQW�KHDOWK�DQG�VDIHW\�ULVN�DVVHVVPHQWV�LQ�UHODWLRQ�WR�WKH�SURYLVLRQ�RI�FRPPXQLW\�EDVHG�VHUYLFHV�DQG�LQ�UHODWLRQ�

WR�DGXOWV�DW�ULVN���
��� 3DUWLFLSDWH�LQ�GXW\�V\VWHPV�LQ�DFFRUGDQFH�ZLWK�ORFDO�SUDFWLFHV��LQFOXGLQJ�UHVSRQGLQJ�WR�XUJHQW�VLWXDWLRQV���

Please attach a structure chart 

'DWH��$SULO������


