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SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Department: Adult Social Care 	Location: Bootle

Division: Demand Management 	Post No: TBC

Post:        Strategic Support Officer              Grade: Grade I (indicative grade)

Responsible To:Strategic Support Manager


Responsible For:Independence at Home programme of change delivery 





JOB PURPOSE
Working as part of a small team the post holder will undertake professional research, co-ordinate projects and service reviews to deliver thorough, relevant, accurate and innovative reports and projects that support change, commissioning, service planning and service development across the Council.

To work collaboratively across the Council to ensure that strategies, policies and business activities are closely aligned and joined up.










MAIN DUTIES

	To undertake horizon scanning, research and fact-finding projects that will inform the planning and priority setting of policy reviews which are relevant, add value and comply with the corporate priorities and statutory frameworks.

Develop, monitor and deliver work packages as directed by the Director of Adult Social Care with a view to securing the outcomes as defined within Council priorities. 

[bookmark: _Hlk22572221]To support organisational change projects, leading on allocated initiatives, across the Council with a view to supporting the successful delivery.
 
Prepare clear and accurate briefing papers and reports to support strategic leadership board.

Work with Council colleagues, Finance, HR, other specialists and partners in the formulation of particular policies, plans and activities to support the implementation of change.

Draft relevant sections of Business Cases and support the drafting of the relevant sections programme documentation with a view to supporting the successful delivery of change. 

To be responsible for the risk and dependency management of allocated projects escalating issues as appropriate.

To identify the constraints on allocated projects, analyse their potential impact and take appropriate mitigating action.

To co-ordinate quality assurance of allocated work escalating issues as appropriate 

To maintain a consistent framework for change reporting at individual board level to enable efficient ‘rollup’ to portfolio level reporting

To support services to identify future opportunities to enhance the customer experience, raise productivity and reduce costs across the Council

Liaison with the Communications team to ensure consistent and accurate key messages are relayed within the Council and to the wider community 

Liaise with internal and external partners to support partnership working

Act as an advocate for change, programme and project management across the organisation.

Provide coaching and support to build programme/project management capability across the organisation and in the use of the frameworks and tools.

Ensure lessons learned are captured, shared, reflected in frameworks and tools as well as directly applied.

In addition to his/her principal accountabilities, the post holder will be expected and enabled to contribute more widely to the overall development of the team and its services through training work, special projects and other activities, both to promote the post holder’s own development and so that knowledge and experience in the team are effectively shared, to the overall benefit of the service






ORGANISATION CHART

ORGANISATION CHART (Subject to change)
					   








Note: the team works on a matrix pulling in/managing additional resource based on the demands of projects.  


QUALIFICATIONS AND EXPERIENCE

See Person Specification


GENERAL:
	
	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

	All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

	The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.
	
Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. 


PERSON SPECIFICATION 
Post:	Strategic Support Officer		Post No. TBC	
Department: Adult Social Care  		Division:  	Adult Social Care

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

This is a new post.  The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

	Personal Attributes Required

	Essential (E)
Or
Desirable (D)
	Method of Assessment


	QUALIFICATIONS

Relevant academic and or professional qualification
	

D
	

	AF/C

	EXPERIENCE

Evidence of  supporting the development of strategy,  policy and plans in a complex setting

Strong change/project management skills or on the job experience 

Proven ability to develop and maintain effective professional working relationships and networks within the Council, with partners & the community and use these relationships to improve the effectiveness of the Council

Evidence of identifying future opportunities for collaboration with partners and other local authorities

Knowledge, experience and understanding of undertaking
research and delivering highly valued and relevant reports and recommendations 

Successful record of delivering successful and innovative solutions to business challenges

Experience of working in OT and Social Care Environments 
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D
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E


E
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AF/I
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	Communicating and influencing

Evidence of ability to communicate potentially complex issues in an effective and clear style.

Ability to communicate accurately and appropriately with members of the public, senior management and elected members. 

Proven experience and understanding of constructing well structured, clear and concise briefing papers and reports.

Proven ability to develop and maintain effective professional working relationships and networks with stakeholders and use these relationships to improve the effectiveness of the Council

Ability to advise, persuade and influence stakeholders in a professional and effective manner.

Excellent written and verbal communication skills.

Political Awareness

Political awareness and proven ability to handle the Councillor/ Officer interface effectively and professionally in a way that establishes confidence, credibility and trust.

Customer Awareness

Proven ability to ensure a high standard of customer care is embedded within all work

Problem solving

Evidence of innovative thinking and approaches to challenges

Ability to analyse complex information quickly, reaching and articulating decisions with clarity, to deliver solutions that command support

Change

Ability to thrive in a fast moving environment and be able to deal with a varied and high-profile workload

Ability to role model and demonstrate leadership beyond hierarchical level or job grade


Ability to manage a complex workload and meet tight timescales

Understanding of change or project methodologies and the techniques involved 
Team Working
Ability to work effectively, flexibly and constructively with colleagues in a team where team members work positively to a shared goal

Ability to work effectively with senior managers, staff, external partners and to establish confidence, trust and credibility

Recognises the importance to the council of active partnership working and embraces this where relevant to deliver services most effectively and efficiently
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Based on JD prepared by Jan McMahon Head of Strategic Support 2015

Interim Director of Adult Social Care 


Integrated Social Care and Health Manager 


Strategic Support Officer 
Grade I


Demand Management Lead 


Integrated Community Equipment Service Manager 





