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JOB DESCRIPTION

Job Title: WSCP Business and Policy Manager
Directorate & Section/Unit: C&YP
Reporting to: SQA GM
Management responsibility for (Level 1 Manager and above): WSCP Co-ordinator Business Support Administrator, Apprentice 
Supervisory responsibility for (Level 1 Supervisor): Level 1
Headcount and FTE of staff: Up to 20

	
Salary Grade: PO2		
WCC Management Level: Level 1
Number of Direct Reports: Between 0 - 5





Our People Values:
To uphold and act in accordance with Worcestershire County Council's values;
· Customer Focus – Ensure delivery of a high quality service which meet the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.
· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.

Purpose of job: 

The Business and Policy Manager will drive efficiencies and performance in their Directorate, supporting the Leadership Team on the development of policy, process re-design and co-ordination and oversight of administrative support across the Partnership. The role will combine being a proactive problem solver with exceptional communication skills and a meticulous attention to detail, with being a strategic thinker to re-imagine service delivery. Given the changing nature of the executive landscape, the Business Manager will be relied upon for flexibility and foresight, while maintaining confidences related to high-level systems and operations with utmost confidentiality and integrity.


Specifically: 
· To lead and provide a comprehensive high-quality pro-active directorate business management service to the Safeguarding Partnership 
· To lead policy, research and briefing for the Partnership across a broad range of different services and to prepare insight and analysis to support policy development, service re-design and decision making. 
· To lead the re-design and performance management of support services across the Partnership, including all generic administration, and to continuously strive to innovate and improve these services. 
· To serve as the primary point of contact for internal and external stakeholders and system partners on all matters pertaining to the Partnership portfolio of responsibility, proactively managing the efficient and effective running of the Partnership office at all times, ensuring excellent standards of service for the benefit of Partnership Members, Practitioners and the general public .
· To ensure that Partnership administrative procedures operate effectively, and that Partnership goals and objectives are accomplished in accordance with the key policies and procedures.  
				
Main Activities & Responsibilities:


1. To manage the office of the Partnership, including all Business Unit employees to ensure a consistent and efficient service is provided at all times.

2. To manage the administrative and business support teams and functions within the Partnership, , including leading on the re-design and performance management of these services to ensure a more efficient and effective service is provided which is consistent across all areas of the Partnership. 

3. Provide policy analysis and insight to support transformation programmes within the Partnership, including pro-active research into legislative changes.

4. Pro-actively provide personal research and analysis support for the Partnership on a wide range of topics, anticipating and preparing relevant information and documents and making necessary arrangements on behalf of the Partnership/Executive Group - to ensure that they are prepared and briefed for all commitments at local, regional and national level. 

5. Produce formal documentation, including reports and papers on behalf of the Partnership for them to report progress and updates on key matters to key stakeholders (internal and external) e.g. Cabinet, Overview & Scrutiny Performance Board, Corporate Business Board, Senior Leadership Team, Public.

6. To be responsible for the gathering, interpretation and presentation of key Partnership performance data to the Executive Group to ensure the delivery of the Partnership’s Business  Plan, and ensure the timely production of key reports and information to senior employees. 

7. Communicate with the Lead Safeguarding Partners (LSP) and Delegated Safeguarding Partners (DSP) , as well as internal and external stakeholders, on the Partnerships behalf and coordinates logistics with high-level meetings both internally and externally. Coordinates meetings and strategic activities with the LSP/DSP’s, members of staff and external organisations as required.


8. Management of Partnership budget, declarations of interest and associated financial transactions.

9. Manage, handle and follow through, all correspondence and enquiries, both incoming and outgoing, on behalf of the Partnership including from members of the public, practitioners, National Panel, Department for Education. 


10. To identify, read and evaluate correspondence, publications, minutes and other forms of communication on behalf of the Partnership, ensuring relevant matters and issues are brought to the attention of the LSP’s/DSP’s  in a timely manner and that all actions points are followed up.

11. To collate and prepare draft materials for internal communications ensuring all correspondence and relevant materials are produced in a timely and accurate manner.

12. To organise, develop and support the delivery of assignments and initiatives across a range of cross directorate, organisation wide projects on behalf of the Partnership as directed, working with relevant stakeholders and to key objectives, timescales and outcomes. 

13. To serve as the link between the Partnership Executive Group and the rest of the subgroups, contribute to better organisation and planning, and help Executive Group be more effective in their roles.

14. To prepare and produce reports, presentations and draft letters for the Partnership Executive Group as and when required. 

15. To manage the storage and retention of information on behalf of the Partnership using electronic and other systems as appropriate, including the operation of forward and reminder systems, in compliance with Data Protection/confidential storage

16. To welcome and host official visitors to Worcestershire County Council on behalf of the Partnership as required. 

Generic Accountabilities:	

· Exercise absolute integrity with regard to confidential matters
· In all aspects of the job, seek to use initiative and problem-solving skills to ensure improvements are continuously made to systems and processes
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake other such duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this role
· To undertake health and safety duties commensurate with the job and/or as detailed in the Council’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy

Contacts:

    In all contacts the post holder will be required to present a good image of the Directorate and the County          Council as well as maintaining constructive relationships.

[bookmark: _Hlk71706663]Internal: Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, Managers &   Staff across all directorates, Project Staff, Governors, Head Teachers, Teachers, Support and other school- based staff       

External: District & County Councils, MPs and their offices, Government Agencies & Departments, NHS, Clinical Commissioning Groups, Healthcare Professionals, Police, Fire, Probation Service, Educational Settings, Suppliers, Contractors, Service providers, Statutory and Voluntary Organisations, service users, clients, customers, members of the public, volunteers       


Additional Information:	

· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act



Author:	Matt Vins						Date: 22 April 2021
								Date of grading confirmation:25/05/2021
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PERSON SPECIFICATION


Job Title: WSCP Business and Policy Manager
Directorate & Section/Unit: C&YP
Reporting to: Head of Business Support
Management responsibility for (Level 1 Manager and above): WSCP Co-ordinator, Executive Officer, Executive Assistant, Business Support Administrator, Apprentice 
Supervisory responsibility for (Level 1 Supervisor): Level 1
Headcount and FTE of staff: Up to 20

EXPERIENCE

It is essential that the post holder has:

· Substantial experience of leading and managing teams to provide excellent standards of business support at a senior level within a large and complex organisation 
· Significant experience of service and process redesign of business support functions to realise efficiencies and better outcomes for users, including the adoption and implementation of digital solutions.
· Significant experience of working directly with senior Directors, Boards and Leadership Committees, senior organisational leaders e.g. Council Members, Senior Management teams and staff.
· Significant experience of providing a research and analysis service, including on national legislation and policy, to support managers at a senior level within a large and complex organisation.
· Substantial experience of writing and editing business documents such as reports, presentations and briefing notes for range of audiences including up to Director level, independently and with minimal guidance
· Experience of service transformation, either in a programme management or change management capacity
· Significant period of working/managing within local government or large private sector organisations.
· Significant experience of managing people through working with a wide range of stakeholders 
· Significant experience of budget management and reporting
· Demonstrable experience of managing and maintaining high standards of communication, integrity, and relationships with a wide range of stakeholders 
· Demonstrable experience in, and the ability to, conduct research and present data in a succinct and well-written manner.
· Demonstrable experience in project management 

[bookmark: _Hlk66958856]It is desirable that the post holder has:
· Good working knowledge of a two-tier local government system, its networks, partners and political sensitivities

KNOWLEDGE, SKILLS AND ABILITIES:

[bookmark: _Hlk64485642]It is essential that the post holder has:
· Expert knowledge of the tools and techniques used to successfully manage a business function including development and adherence to SLAs, KPIs, performance and corporate reporting and customer focus. 
· Specialist knowledge of process redesign, with the emphasis on efficiency and better outcomes for customers
· Specialist knowledge using research and analysis, including on national legislation and policy
· Expert knowledge of using Microsoft products such as Word and Excel to produce business documents such as reports, presentations, data and briefing notes 
· Advanced analytical skills such as interpreting trends and using this analysis to inform business recommendations
· Specialist knowledge of budget management and presenting budget information
· Ability to lead and manage the business support service across a Directorate, across multiple teams, and to ensure a high performing and efficient service is delivered. 
· Ability to lead the re-design and analysis of business support processes and functions to ensure an efficient, automated and consistent offer. 
· Ability to organise own work with minimum supervision whilst proactively prioritising the workload of the Strategic Director and Directorate.
· Excellent analytical ability to interrogate data and/or policy and present the impact to the organsiation
· Ability to provide challenge and support to the Directorate leadership team to support decision making and the continued improvement of service delivery.
· Knowledge of key national legislation and/or services that support the delivery of Council services, including either such as economic growth, regeneration, transport and highways, adult social care, corporate landlord and assets and support services
· Working knowledge of GDPR and the Data Protection Act and the requirements and expectations of working in a confidential environment 
· Ability to consistently deliver high quality Business Support to strict non-negotiable deadlines whilst working under pressure and in circumstances where interruptions are frequent
· Exceptional organisational skills that reflect ability to perform and prioritise multiple tasks seamlessly with excellent attention to detail.
· Exceptional interpersonal skills and the ability to build relationships with stakeholders, including staff, board members and external partners and to hold the confidence of senior Directors to drive forward change on their behalf.
· Unquestionable ability to work independently and with professional discretion whilst being a pro-active team player.
· Ability to keep up to date on changing political environment and conduct research independently and sensitively on politically sensitive areas. 
· Excellent interpersonal and networking skills, with proven ability to quickly develop and foster positive relationships with a broad range of contacts 
· Demonstrable ability to maximise the use of Information Technology systems for monitoring and managing progress, and to develop and improve systems to add value to the Business Support Service
· Demonstrable Project management skills – knowledge of methods and techniques

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:
· A level 6 (e.g. degree) or recognised business or management qualification, or equivalent business management experience and training
· Demonstrable commitment to Continuous Professional Development (CPD)
· Ability to learn new software as utilised by the County Council and appropriate to the successful discharge of duties
	
ADDITIONAL INFORMATION

It is essential that the post holder has:
· An absolute commitment to providing a consistently high standard of customer service 
· A positive and pro-active attitude to the provision of the service whilst consistently being initiative driven
· A professional, friendly, enthusiastic, positive and can-do attitude
· Excellent management, time-management, and problem-solving skills, able to work under pressure
· Flexible team player willing to do what it takes to get the job done; adaptable and enjoys a challenge
· The flexibility to work additional/out of hours as necessary to fulfil the requirements of the role and meet the business needs.
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