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JOB DESCRIPTION / ROLE PROFILE – TEMPLATE 

Job Title:




Grade:



Directorate:



Division / Section:


Reports to:



Date:





1   ROLE PURPOSE

2   DIMENSIONS
3   CONTEXT

4   MAIN DUTIES / ACCOUNTABILITIES

	
	Generic Duties/Accountabilities



	1. 
	Implement and champion, through service and staff development, the Council’s Health and Safety, Equal Opportunity and Information Security Policies.



	2. 
	Promote and ensure participation in the Council’s IIP, IPAD and training initiatives, information governance initiatives and information management best practice.



	3. 
	To ensure that the post holder complies with their responsibilities as laid out in the council’s health and safety policy and takes and active role in promoting a positive health and safety culture.



	4. 
	To support the operation of local and general elections when requested by the Retuning Officer




	
	Generic Duties/Accountabilities



	5. 
	To manage the function or team so that the services provided are responsive to customer requirements, accessible to all areas of the community and provide value for money.


	6. 
	To develop the structures, systems and policies necessary to support effective service delivery. 


	7. 
	To motivate, train, develop and performance manage staff to maintain an effective workforce capable of meeting its objectives.



	8. 
	To formulate annual operational plans and budgets for the function or team so that there are clear priorities and appropriate resources are allocated to their achievement.  


	9. 
	To resolve the most complex and high level operational issues so that they are resolved effectively and precedents are set for the resolution of similar issues.


	10. 
	To develop or contribute to longer term (2-3 years) plans for the services managed so that they are developed in line with Council and Government priorities and customer requirements. 


	11.
	To ensure services link effectively with related service provision, within or external to the Council, so that coherent and value for money services are provided.  Where appropriate, and in conjunction with other service providers, to undertake joint planning of service delivery and/or for the closer integration of service provision. 


	12.
	Prepare monitor and control the service budget to ensure that expenditure is in line with the agreed business plan.


	13.
	To manage the teams and service provided in a way that promotes the Council’s approach to diversity.




	
	Service Specific Duties/ Accountabilities


	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	


5.   SELECTION CRITERIA 
Note for Candidates

The selection criteria specifies the knowledge, experience, skills, abilities, qualifications and training required to perform the duties of the post for which you are applying.  

In your application you will need to explain how your knowledge, experience, skills, abilities gained in paid or unpaid work, study or training, meets each of the selection criteria marked ‘A’ below, including your awareness, understanding and commitment to equality and diversity in employment and service delivery.  If you fail to do so, you will not be shortlisted.

Shortlisting will be on the basis of assessing the selection criteria marked ‘A’

	Ranking Order
	Knowledge Indicator


	Method of Assessment

	
	a. 
	

	
	b. 
	

	
	c. 
	

	
	d. 
	

	
	e. 
	

	
	f. 
	

	Ranking Order
	Experience


	Method of Assessment

	
	g. 
	

	
	h. 
	

	
	i. 
	

	
	j. 
	

	
	k. 
	

	
	l. 
	

	Ranking Order
	Education, Qualifications and Training


	Method of Assessment

	
	m. 
	

	
	n. 
	

	
	o. 
	

	
	p. 
	

	
	q. 
	

	
	r. 
	


	Ranking Order
	Skills and Abilities


	Method of Assessment

	
	s. 
	

	
	t. 
	

	
	u. 
	

	
	v. 
	

	
	w. 
	

	Ranking Order
	Other Essential Factors


	Method of Assessment

	
	x. 
	

	
	y. 
	

	
	z. 
	

	
	aa. 
	

	
	ab. 
	


  Form Completed by:

  Name:









  Designation:








  Signature: 







Date: 






  Form Evaluated by:

  Name:









  Designation:








  Signature: 







Date: 
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