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Title 
3ULQFLSDO�3ODQQLQJ�2IILFHU��%DQG�%� 

Department 
3ODFH��

Post Ref. 
      

Job Purpose 
5HVSRQVLEOH�IRU�GHOLYHULQJ�DVSHFWV�RI�WKH�&RXQW\�&RXQFLO
V�VWDWXWRU\�SODQQLQJ�IXQFWLRQV�LQFOXGLQJ�SROLF\��PLQHUDOV�DQG�ZDVWH�ORFDO�
GHYHORSPHQW�IUDPHZRUNV�DQG�GHYHORSPHQW�PDQDJHPHQW��
�

Key Responsibilities 
�
��� (LWKHU���D��7DNLQJ�D�OHDG�UROH�LQ�WKH�SUHSDUWLRQ�DQG�PDQDJHPHQW�
RI�DOO�RU�D�VLJQLILFDQW�HOHPHQW�RI�VWDWXWRU\�DQG�QRQ�VWDWXWRU\�
SODQV�LQFOXGLQJ�OHDGLQJ�RQ�VLJQLILFDQW�WRSLF�DUHDV�DQG�DOO�
FRPPXQLW\�LQYRYOHPHQW�LQLWLDWLYHV��RU��E��SURFHVVLQJ�WKH�IXOO�
UDQJH�RI�SODQQLQJ�DSSOLFDWLRQV�DQG�DVVRFLDWHG�VXEPLVVLRQV�
IURP�UHFHLSW�WR�RIILFHU�UHFRPPHQGDWLRQ��

��� 3UHSDULQJ�D�IXOO�UDQJH�RI�JXLGDQFH��EULHIV�DQG�SODQV�LQ�
FRQQHFWLRQ�ZLWK�WKH�ZRUN�RI�WKH�*URXS��

��� *LYLQJ�DGYLFH�DQG�FRPPHQWV�RQ�WKH�IXOO�UDQJH�RI�SODQQLQJ�
PDWWHUV�LQFOXGLQJ�FRQVXOWDWLRQV�IURP�RWKHU�$XWKRULWLHV��DJHQFLHV�
DQG�RWKHU�WKLUG�SDUWLHV��

��� 3UHSDULQJ�DQG�SUHVHQWLQJ�HYLGHQFH�DW�3XEOLF�/RFDO�,QTXLULHV�DQG�
RWKHU�KHDULQJV�DV�H[SHUW�SODQQLQJ�ZLWQHVV�RQ�D�ZLGH�UDQJH�RI�
SODQQLQJ�PDWWHUV��

��� 3UHVHQWLQJ�SODQQLQJ�EULHIV�DQG�RWKHU�PDWHULDO�LQ�SHUVRQ�WR�
0HPEHUV��RIILFHUV��H[WHUQDO�SDUWLHV�LQFOXGLQJ�WKH�SXEOLF�DV�
UHTXLUHG��

��� 5HSUHVHQWLQJ�WKH�&RXQW\�&RXQFLO�RQ�LQWHUQDO�DQG�H[WHUQDO�
SURIHVVLRQDO�JURXSV��OLDLVRQ�PHHWLQJV��ZRUNLQJV�SDUWLHV�DQG�
RWKHU�ERGLHV�OLQNHG�WR�NH\�ZRUN�DUHDV��

��� &DUU\LQJ�RXW�D�UDQJH�RI�SURMHFWV�RQ�EHKDOI�RI�WKH�*URXS��
LQFOXGLQJ�FRUSRUDWH�DFWLYLWLHV�RI�WKH�'HSDUWPHQW�DQG�RU�
$XWKRULW\��

��� 6XSHUYLVLQJ�WKH�ZRUN�RI�MXQLRU�VWDII�DQG�EHLQJ�DFWLYHO\�LQYROYHG�
LQ�PDQDJLQJ�WKHLU�ZRUNORDG�DQG�SURIHVVLRQDO�GHYHORSPHQW��

Key Accountabilities 
�
��� 7R�HQVXUH�WKDW�FRUUHFW�SURFHVVHV�DQG�SURFHGXUHV�DUH�
EHLQJ�IROORZHG�DQG�WR�DGYLVH�WKH�DSSURSULDWH�PDQDJHU�WR�
HQVXUH�FRPSOLDQFH��

��� :RUN�HIILFLHQWO\�DQG�HIIHFWLYHO\�WR�VXSSRUW�VHUYLFHV�
SURYLGHG�E\�WKH�3ODQQLQJ�*URXS�LQ�OLQH�ZLWK�DSSURSUDLWH�
SHUIRPDQFH�LQGLFDWRUV��

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

Education and Knowledge 
�
��� $�5R\DO�7RZQ�3ODQQLQJ�,QVWLWXWH�DFFUHGLWHG�'HJUHH�RU�'LSORPD�
SOXV���\HDUV�UHOHYDQW��H[SHULHQFH��

��� ([WHQVLYH�NQRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�ODQG�XVH�SODQQLQJ�
LQFOXGLQJ�SODQQLQJ�OHJLOVDWLRQ��SURFHGXUHV�DQG�FRQFHSWV��

��� .QRZOHGJH�RI�D�UDQJH�RI�PLQHUDO�H[WUDFWLRQ�UHVWRUDWLRQ�
SURFHGXUHV�DQG�RU�ZDVWH�PDQDJHPHQW�SUDFWLFHV��DQG�RU�
XQGHUVWDQGLQJ�RI�WKH�QDWLRQDO��UHJLRQDO�VXE�UHJLRQDO�SODQQLQJ�
FRQWH[W��

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��

�
��� $ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�GHOLYHU\�WDUJHWV�E\�WKH�

HIIHFWLYH�XVH�RI�UHVRXUFHV��

Experience 
�
��� ([SHULHQFH�RI�XVLQJ�,7�DSSOLFDWLRQV�H�J��ZRUG�SURFHVVLQJ��

GDWDEDVHV��VSUHDGVKHHWV��*,6��HPDLO�DQG�LQWHUQHW��
��� $ELOLW\�WR�LQWHUSUHW�LQIRUPDWLRQ�IURP�PDSV�DQG�SODQV�DQG�DQDO\VH�
GDWD��

����([SHULHQFH�RI�HIIHFWLYH�LQWHUSHUVRQDO�VNLOOV��WHOHSKRQH�IDFH�WR�IDFH�
LQTXLULHV���

����3HUVRQDO�RUJDQLVDWLRQDO�VNLOOV��WDVN�SULRULWLVDWLRQ�DQG�WLPH�
PDQDJHPHQW���

����$ELOLW\�WR�KDQGOH�VLWXDWLRQV�ZLWK�WDFW�DQG�GLSORPDF\��
����$ELOLW\�WR�ZRUN�XQVXSHUYLVHG�DQG�XQGHUWDNH�GXWLHV�DQG�

UHVSRQVLELOLWLHV�RI�WKH�SRVW�ZLWK�LQLWLDWLYH�DQG�LQGHSHQGHQFH��
����3URYHQ�VNLOOV�LQ�SURMHFW�PDQDJHPHQW�DQG�LPSOHPHQWDWLRQ��

Role Dimensions 
�

����$ELOLW\�WR�JLYH�DGYLFH�DQG�QHJRWLDWH�RQ�DOO�SODQQLQJ�PDWWHUV��
����$ELOLW\�WR�SURMHFW�OHDG�RQ�D�PDMRU�DVSHFW�RI�WKH�ZRUN�RI�WKH�WHDP��
����$ELOLW\�WR�SURFHVV�DOO�SODQQLQJ�DSSOLFDWLRQV�DQG�RU�UHODWHG�PDWWHUV�LQFOXGLQJ�FRQVXOWDWLRQV���7KH�GHFLVLRQV�RI�WKH�'HYHORSPHQW�

0DQDJHPHQW�WHDP�DUH�RSHQ�WR�DSSHDO�DQG�OHJDO�FKDOOHQJH��:RUNORDG�LQFOXGHV�GHDOLQJ�ZLWK�KLJK�SURILOH�FRQWURYHUVLDO�LVVXHV�ZKLFK�ZLOO�
LQYROYH�OHJDO�VHUYLFHV��SROLWLFLDQV��*RYHUQPHQW�RIILFHV��LQWHUHVW�SURWHVW�JURXSV�DQG�WKH�PHGLD��

����$ELOLW\�WR�SUHSDUH�DQG�SUHVHQW�D�IXOO�UDQJH�RI�UHSRUWV�DQG�ZULWWHQ�UHSUHVHQWDWLRQV��LQFOXGLQJ�HYLGHQFH�IRU�KHDULQJV��SXEOLF�LQTXLULHV�DQG�
H[DPLQDWLRQV�LQ�SXEOLF�ZLWK�PLQLPDO�VXSHUYLVLRQ��

����$ELOLW\�WR�PDNH�HIIHFWLYH�RUDO�SUHVHQWDWLRQV�LQ�ERWK�LQWHUQDO�DQG�H[WHUQDO�PHHWLQJ�VLWXDWLRQV�DQG�WR�SRVVHVV�JRRG�OLVWHQLQJ�VNLOOV��
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����$ELOLW\�WR�FURVV�URXJK�WHUUDLQ�DQG�DWWHQG�VLWH�PHHWLQJV��RFFDVLRQDOO\�RXWVLGH�QRUPDO�RIILFH�KRXUV�LI�UHTXLUHG��
����)XOO�FXUUHQW�8.�GULYLQJ�OLFHQFH����
����$ZDUHQHVV�RI�WKH�SROLWLFDO�SURFHVV�DQG�DELOLW\�WR�KDQGOH�SROLWLFDOO\�VHQVLWLYH�LVVXHV��
����$ELOLW\�WR�GHSXWLVH�IRU�WKH�7HDP�0DQDJHU�RQ�VHOHFWHG�PDWWHUV��
����(QVXULQJ�SODQQLQJ�VXEPLVVLRQV�DUH�DFFRPSDQLHG�E\�FRUUHFW�IHH�OHYHO��
����1R�GLUHFW�UHSRUWV�EXW�UHTXLUHV�DELOLW\�WR�VXSHUYLVH�DQG�PHQWRU��

Please attach a structure chart�

�
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