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    (Directorate)
(Service)
JOB DESCRIPTION

	POST:
	

	GRADE:

	

	RESPONSIBLE TO:
	

	STAFF MANAGED:
	

	POST REF:
	
	JOB FAMILY:
	

	DRAFT AT THIS STAGE:
	(Yes or remove if not applicable)

	JOB PURPOSE:
	The core focus of this job is to ……………………... The post holder will do this by ……………………...


	JOB CONTEXT:
	Identify background information about the service in which the job operates,  key challenges / service purpose, 

links with partners / other orgs / service units, parameters of the job, budget holder or income generator etc 
It should also identify whether the post is politically restricted or whether there are any statutory restrictions.  
Identify whether clearances are required e.g. DBS and barred list
Identify working conditions and environment or other demands on the job.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English. (Only if the post holder is in a public facing role)

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management or Operational Issues


	· Heading on the left depends on context of job in terms of managing or supporting role 

· Bullet points on main operational issues

	Communications 


	· Bullet points on communications issues e.g. 

· written and oral communications, impact, who with e.g. internal, regional/national groups, what do they need to achieve,

· are they negotiating, influencing change, providing advice and guidance, promote, consulting on or liaising or engaging with ….point of contact for ….?

	Partnership or Corporate Working


	· Identify work with partners or other services.

	Resource management or

People Management or Skills Development or Performance Management or

Buildings and Infrastructure


	· Heading on the left depends on whether the job is managing or supporting people/staff/resources

· Managers may wish to use several of these suggested headings if the job is involved in e.g. staff and resource management.  If this is the case there should be a separate section for each heading.

· Bullet points on whether the job manages staff, finance and/or other resources 

· or whether the job contributes to the management of resources e.g. maintaining stock and equipment, monitoring budgets, advising on staff management etc.

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.


	Systems and Information 

	· Bullet points on the systems the job is required to use, maintain or manage.  

· Identifying the scope of the systems, information they are responsible for, confidentiality, data sharing with other areas, whether they required to analyse information, report on information/statistics, or provide system support to customers etc.

	Strategic Management or Strategic Planning or Planning and Organising or

Strategy Development
	· Heading on the left depends on the type of strategic work the post is involved in.

· Bullet points to identify what level of input to strategy the post has, i.e. working within agreed objectives to achieve…. 

· Or devising policies and procedures to ….. 

· or take a lead role in co-ordinating …..

· or evaluate/audit practices to ensure ….

· or to contribute to the achievement of …. 

· Or to contribute to the ongoing review of …..etc

	Service Specific Requirements
	· To be identified from the Directorate plans

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

In addition, a standard phase needs to be added to all job descriptions – depending on the level of the post as follows:

Managerial:

· Ensure services are developed and delivered in accordance with the aims of the Equality Policy Statement in response to the needs and aspirations of service users.

Non-managerial:

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	


Career Progression:

For posts that are within a career structure, criteria to move between pay bands needs to be made clear in the job description.
Structure:



[image: image1]

 PERSON SPECIFICATION

JOB TITLE:  ____________________________

	Essential upon appointment
	Desirable on appointment

	Knowledge

· E.g. In depth knowledge of current guidance and legislation with respect to…
· E.g. Knowledge of statutory requirements, including requirements in respect of…
	· E.g. Knowledge of relevant legislation;
research documents

	Experience

· E.g. Recent management / leadership experience in…
· E.g. Proven and effective experience of the management of resources in a changing organisational environment, including human and financial resources.
	· E.g. Experience of responding to media enquiries.

	Occupational Skills

Refer to library skills

· E.g. Ability to assimilate new initiatives, technology and software and interpret information.
· E.g. Effective influencing and negotiating skills
· E.g. Good interpersonal skills.
	· 

	Professional Qualifications/Training/Registrations required by law, and/or essential for the performance of the role

· E.g. A professional… qualification e.g. …or equivalent (or demonstrable equivalent experience).
	· 

	Other Requirements

· e.g. Ability to travel across the County
· e.g. Ability to attend meetings outside of normal business hours
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post (Only if the post holder is in a public facing role)
	· 

	Behaviours 

One Council

(select appropriate statement depending on whether the post has line management responsibility or not)

Effective Performance (level ____ )

· select appropriate statement.

Keeping it Professional (level ____ )

· select appropriate statement.

Working Together (level ____ )

· select appropriate statement.

Community and Customer Focus (level ____ )

· select appropriate statement.

Know and develop yourself and others (level ____ )

· select appropriate statement.

Managing Change (level ____ )

· select appropriate statement.

Inspiring Others (level ____ )

select appropriate statement – if not applicable remove this
	Link



NB – Assessment criteria for recruitment will be notified separately.
Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

External links (dotted line)





Who are they managing





Who are they working alongside (optional)





Who are they working alongside (optional)





This job – job title





Manager








