Northumberland County Council 
JOB DESCRIPTION
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	Post Title: Lead Performance Officer
	Director/Service/Sector: Planning, Economy and Housing - Economic and Inclusion Policy
	Office Use

	Band: 7      

	Workplace :  County Hall, Morpeth, Northumberland
	JE ref: HRMS ref:
3082

	Responsible to:  Project Manager
	Date:  
	Manager Level:
	

	Job Purpose:

· To support the operational delivery of the North East Mental Health Trailblazer programme. 
· To line manage a team of externally based employment coaches, ensuring performance meets target outcomes.  
· To support the project manager in all day to day delivery tasks and deputise as required. 

· To ensure a high quality of service is provided to clients and partners in line with agreed national and local standards. 
· To ensure effective delivery in line with European Social Fund requirements.

The post will be employed by Northumberland County Council but will deliver on behalf of the North East Combined Authority (NECA).

This post is part funded via the European Social Fund as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England and relates to the North East Combined Authority’s North East Mental Health Trailblazer Project.  

	Resources    
	Staff
	Direct line management of up to 26 staff based in outreach locations.

	Finance
	Delegated authority to approve discretionary funding.

	Physical
	Recording and retrieving client data from client monitoring systems

	Clients
	Public, Private & voluntary sector organisations, employers, general public, unemployed / out of work residents customers with mental health conditions.

	Main duties:

1. Line-manage a team of (up to 26) Employment Coaches based in locations across the NECA area.

2. Drive staff performance to meet target outcomes and standards. Lead, motivate and support staff to achieve required performance levels.
3. Identify any performance issues, supporting staff and addressing under performance as required.
4. Direct staffing resource to meet performance needs. Determine the day-to-day activities, location and workload to ensure effective cover. 

5. Provide regular reports to the project manager on staff and performance matters. Support the project manager in all operational duties as required, deputising where necessary. 

6. Maintain relationships with delivery partner organisations, acting as the key point of contact with service managers. Liaise with service managers to ensure staffing arrangements operate effectively and address issues as required. 
7. Develop and implement training for staff to ensure that they follow correct processes and procedures.
8. Design and deliver quality assurance procedures to ensure the needs of internal and external customers are met and the service is delivered to a high quality standard.
9. Lead a schedule of team meetings and continuous improvement workshops to discuss performance, funding and quality issues affecting delivery.  
10. Plan and deliver case conferences and regular individual performance meetings with Employment Coaches. 

11. Plan and deliver regular observations of Employment Coach staff to ensure consistency in delivery of service to customers.

12. Direct staff to ensure the up-keep of client records on the monitoring advice of Project Manager.

13. Develop and manage good working relationships with key stakeholders, primarily Jobcentre plus, health providers (and others organisations as required) to ensure effective operational performance of the programme. Influence other organisations and partners and promote the programme as a preferred referral opportunity.
14. Undertake appraisals and identify training and developmental needs and opportunities

15. Ensure staff working at outreach locations adhere to all relevant Health & Safety policies including the Lone Worker policy

16. Ensure all staff follow relevant data protection, IT policies and security measures, to ensure integrity of data and client records. Reporting any risks or issues to the Project Manager.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post. The grade has been established on this basis.

	Work Arrangements

	Transport requirements:

Working patterns:

Working conditions:
	Will involve travel across the delivery area covered by the North East Combined Authority (Northumberland, North Tyneside, Newcastle, Gateshead, South Tyneside, Sunderland and Durham) visiting team in outreach locations
37 hours per week flexi, some occasional out of hours working may be involved.

Office based in Northumberland County Hall in the Economic and Inclusion Policy Team with relevant travel requirements across geographic patch


Northumberland County Council 
PERSON SPECIFICATION

	Post Title:   Lead Performance Officer
	Director/Service/Sector: Planning, Economy and Housing - Economic and Inclusion Policy 
	Ref: 

	Essential
	Desirable
	Assess

by

	Qualifications and Knowledge

	Educated to Degree Level or NVQ Level 4 in a relevant discipline or equivalent qualification/experience
Evidence of recent and relevant management training.

Knowledge of sub regional and local employability strategies and skills framework.
Knowledge of management theory, practice and procedures.

An awareness of current employability legislation, regulations, policies, procedures, and developments within the welfare to work arena.

Understanding the diverse functions of a large complex public sector organisation and the relevant professional issues.

Evidence of professional study and continuous professional development.
	Understanding of the DWP benefits system and programmes for out-of-work benefit claimants


	

	Experience
	

	Experience of managing staff in an outreach setting, delivering an employability service.
Knowledge of mainstream employment initiatives and other support mechanisms / organisations tackling long term unemployment.
Experience of managing stretching employment related team and individual targets and performance activity with success
Awareness of the needs of the community, voluntary and business sectors 
Working within or liaising with employers, local authorities, public bodies and external funders.

Understanding of particular issues faced by workless individuals in deprived areas.

Experience of employment initiatives in disadvantaged communities.
	Experience in a particular relevant specialist area – operational management of employment support and/or mental health interventions.

Experience of managing staff across  multiple sites 

Experience of customer journey mapping/customer insight

Experience of operating a Customer Relationship Management system

Experience of working with people with mental health conditions
	

	Skills and competencies

	Good general management skills.
Coaching and mentoring skills
Understanding of equal opportunities and diversity issues.
Prepares written, verbal and other media to best professional standards.

Effectively expresses views using appropriate means depending upon the audience.

Numerate and skilled at analysing/reasoning with complex business related statistics.
Ability to identify areas of focus within a performance management setting and implement redress action appropriately.
Persistence in applying a methodical approach to problem solving.

Negotiation skills and able to persuade others to an alternative point of view.

Maintains a professional demeanour in stressful and difficult situations.

	Enthusiasm to generate new ideas and initiatives.

	

	Physical, mental and emotional demands

	Sensitivity, tact and awareness in dealing with a range of partners, staff and general public with the ability to empathise with others.
Able to manage conflict/difficult situations 
Commitment, enthusiasm and perseverance to deliver objectives and a can do approach to problem solving.
Ability to work under pressure to tight deadlines and/or to cope with competing priorities.
Self starter with ability to manage own time, information and resources.
	
	

	Motivation

Dependable, reliable and keeps good time.

Models and encourages high standards of honesty, integrity, openness, and respect for others. 

Helps create a positive work culture in which diverse, individual contributions and perspectives are valued.

Proactive and achievement orientated

Works with little direct supervision.
	
	

	Other

	Able to meet the transport requirements of the post
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e .g. case studies/visits
