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JOB DESCRIPTION 

Job Title:


Policy, Planning and Business Development Manager
Salary Grade:


Grade 10
SCP:




Job Family:


Organisational Support

Job Profile:


OS6
Directorate:


Performance and Quality
Job Ref No:


N/A

Work Environment:

Office based / Agile working

Reports to: 


Service Manager - Business
Number of Reports:


A. Purpose of Job
The purpose of the post is:

· To manage the development and implementation of policy, plans and procedures that support the delivery of Together for Children’s priorities and objectives.
· To manage the communications function.

· To develop and manage strategic plans and contracts relating to SEN transport, placements and more general contracts on behalf of Together for Children. 
· To research and explore business development opportunities on behalf of Together for Children and to lead on the bidding process for such opportunities. 

B. Key Responsibilities

1. To manage the development and implementation of policy, planning, procedures and contracts which support the business of the Company.

2. To manage the communications function on behalf of Together for Children.

3. To work dynamically to provide assistance and advice on policy issues to the Senior Leadership Team to ensure the service meets its objectives efficiently and effectively.
4. To manage the development, preparation, monitoring and review of the company’s Business Plan and associated planning processes.

5.
To manage the contribution to other multi-agency plans & planning processes on behalf of Together for Children.

6.
To coordinate the provision of information and intelligence to support decision making.

7.
To lead on the development of strategy and contracts relating to SEN transport, Placements and other contracts on behalf of Together for Children.

8. To develop effective working relationships between individual service areas and the business service to understand services, research business development opportunities, and identify the potential and capacity to trade services.
9. To maintain an awareness of national strategies and policy frameworks, new initiatives and funding opportunities in order to identify and respond to business development opportunities; maintain awareness of market competitors and provide evidence-based advice on which opportunities to prioritise.
10. To establish and manage the team communication systems, ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.
11. To lead on assigned projects in contributing to the development of inter-agency planning processes, including planning, research and analysis.
12. To support the development and maintenance of planning intelligence through the development of a Strategic Needs Assessments and Subsets of information profiles including interagency sharing of planning data and information.
13. To contribute to a strong performance management culture across the business unit, ensuring clear and measurable targets are set and that these are discussed and reviewed regularly in order to continually drive improvement.  
14. To make decisions on a daily basis as appropriate to the areas of responsibility.
15. To organise and manage workload in the best interests of the business on a daily basis, but also on a longer-term basis as part of business and strategic management & development.

16. To take on individual projects/responsibilities as required to implement policy initiatives, as appropriate.
17. To undertake any other duties relevant to the grade of the post.
C.
Additional Information/Other Requirements

18. Other duties and responsibilities allocated which are appropriate to the grade of this post.

19. The post will be based within Together for Children’s Performance and Quality Directorate.

20. The post holder will be required on occasion to travel within the City as required to undertake the role.

21. The post will report to the Service Manager - Business. 

E.
Statutory Requirements

In line with the Council’s Statutory Requirements, all employees of the Council should:

Comply with the principles and requirements of the Data Protection Act 1998 in relation to the management of Council records and information, and respect the privacy of personal information held by the Council; Comply with the principles and requirements of the Freedom in Information Act 2000; Comply with the Council's information security standards, and requirements for the management and handling of information; Use Council information only for authorised purposes.

Person Specification

Job Title:
Planning, Policy and Business Development Officer
Service:
Children’s Services

Role Profile reference: 

Strengths for Matching (IJM Assessment)

(Core strengths for this particular profile have been marked on the sheet.  Please select 3-4 extra strengths that are specific to the role).

Please note: You do not need to write anything on your application form about how you meet these strengths.  By completing the online assessment your individual strengths have already been matched against them.  You only need to write about the ‘essential requirements’.

	Strength
	In this role it is important that an employee
	Core

Strength

	Verbal Reasoning (Ability)
	
	As competent as most people at using and understanding written information


	Highly competent in understanding and using written information


	

	Numerical Reasoning (Ability)
	
	As competent as most people at using and understanding numerical data information


	Highly competent in understanding and using numerical information


	

	Persuasive (Relationships with people)
	Dislikes consciously attempting to influence others


	As happy as most people to persuade / influence others


	Likes to get people to do things by presenting a convincing case


	

	Controlling (Relationships with people)
	Lets others take the leadership role and give instructions


	As comfortable as most when leading on activities


	Likes to take a leadership role and manage and direct the work of others


	

	Outspoken (Relationships with people)
	Unprepared to voice own view or opinions and criticise others


	As prepared as most people to express views


	Freely expresses views, and prepared to criticise others


	

	Independent minded  (Relationships with people)
	Accepts majority decisions to ensure consensus


	Balances own ideas with those of others


	Prefers to follow own approach to do things


	

	Outgoing (Relationships with people)
	Quiet and  considered approach to work


	As outgoing as most people in the work environment.


	Lively and animated style for carrying out the role


	

	Affiliative (Relationships with people)
	Able to work in isolated roles


	Can work in either type of role


	Best suited to a team based role 


	

	Socially confident  (Relationships with people)
	
	As comfortable as most in social situations


	Self assured when meeting new people / in social situations


	

	Modest (Relationships with people)
	Makes strengths and achievements known to others


	Is relatively comfortable to talk about strengths and achievements


	Humble, less likely to openly discuss achievements and successes


	

	Democratic  (Relationships with people)
	Makes final decisions on their own


	Can make decisions based on own and others views


	Listens and widely consults before making decisions


	

	Caring  (Relationships with people)
	Reserves help and support for particularly serious problems


	A balanced approach to providing sympathy and support. 


	Sympathetic and supportive to others


	

	Data rational

(Thinking style)
	Deals in opinions and feelings


	Is able to deal with both facts and feelings


	Likes working with facts, figures and numerical data


	

	Evaluative

(Thinking style)
	Dislikes critically evaluating, doesn’t focus on potential limitations of work


	Will critically evaluate information when necessary to the task in hand


	Critically evaluates information looking for flaws and limitations


	

	Behavioural

(Thinking style)
	Takes little interest in why people behave as they do


	Likely to be interested in human behaviour and motivation when critical to the role


	Interested in human behaviour psychology and theories of  motivation


	

	Conventional 

(Thinking style)
	Favours changes to work, prefers new approaches


	Able to work with well established and changing processes and procedures.


	Likes well established methods or conventional approaches


	

	Conceptual

(Thinking style)
	Practical down to earth approach


	Interested in considering practicalities as well as concepts


	Interested in intellectual hypothetical debate and concepts


	

	Innovative

(Thinking style)
	Builds on ideas generated by others


	May generate creative solutions but also develops others ideas.


	Creative thinker, generates ideas


	

	Variety Seeking 

(Thinking style)
	Can work on repetitive tasks or on structured planned workloads


	Has a balanced approach to both variety or repetition


	Is comfortable working on a role with a high degree of variety


	

	Adaptable

(Thinking style) 
	Behaves the same way with everybody


	Is as likely as most to adapt their behaviour to suit the situation


	Changes their behaviour to fit the situation or behaves differently depending on who they are with


	

	Forward thinking 

(Thinking style)
	Focuses on the here and now


	Can consider both short term and long term needs when 

necessary


	Sets long term goals and takes a strategic perspective


	

	Detail conscious 

(Thinking style)
	Can work in an unstructured manner or remain detached from small details


	Able to consider small details when necessary but may not do this as a matter of course.


	Is well organised, working in a methodical, systematic way


	

	Conscientious 

(Thinking style)
	Doesn’t focus too heavily on deadlines and can leave some tasks unfinished


	Takes a pragmatic approach to deadlines and the completion of tasks.


	Will see tasks through and complete them within set guidelines


	

	Rule following 

(Thinking style)
	Likely to be more comfortable in roles with few rules or procedures


	Balances working with procedures with a pragmatic approach to delivery.


	A strong preference for following rules and regulations, taking care to stick to procedures


	

	Relaxed 

(Feeling and emotions)
	
	Finds it as easy to unwind/relax as most people


	Is able to remains calm and is able to unwind easily


	

	Worrying  

(Feeling and emotions)
	Is free from worry and feels calm before key events


	Is likely to feel as anxious as most before key events


	
	

	Tough minded  

(Feeling and emotions)
	Is sensitive to their impact on those around them


	Moderately sensitive to criticism and in their dealings with others


	Is not easily offended and will be able to deal with criticism


	

	Optimistic 

(Feeling and emotions)
	Makes contingency plans and may dwell on negative outcomes


	Broadly positive in their view of the future


	Has a positive view of situations and of the future


	

	Trusting  

(Feeling and emotions)
	Is able to consider the motives and intentions of others


	Considers the motives of others whilst being broadly trusting of them.


	Is trusting of people and sees others as reliable


	

	Emotionally controlled  

(Feeling and emotions)
	Openly expresses feelings and clearly displays emotions


	Expresses feelings and display emotions as much as most


	Is able to conceal their emotions / feelings in the workplace


	

	Vigorous 

(Dynamism/

Energies)
	Works at a steady pace, with a constant manageable workload.


	Happy balancing busy workloads with periods of working at a steady pace. 


	Is comfortable dealing with high workloads - prefers to be busy


	

	Competitive  

(Dynamism/

Energies)
	Feels that taking part is more important than winning


	Likely to enjoy competitive activities without the need to win. 


	Enjoys competitive activities and processes


	

	Achieving  

(Dynamism/

Energies)
	Is motivated by achievable targets


	Prefers to balance demanding and achievable targets. 


	Likes to work to demanding goals and targets


	

	Decisive  

(Dynamism/

Energies)
	Prefers a cautious approach to making decisions, taking time to reach conclusions


	Takes decisions in a considered way, neither overly slowly or quickly. 


	Regularly makes fast decisions and reaches conclusions quickly


	


	Essential Requirements 



	Qualifications

· 2.1 Degree (Essential)
· Management Qualification (Desirable)


	

	EXPERIENCE
	

	Management

· Managing, leading and motivating multi-disciplinary teams and services at a senior level within a large organisation to deliver high quality services (Essential)

· 2 years or more experience of managing strategic and business processes (Essential)

· Delivering objectives and managing resources within a defined budget (Essential)

	Application/Interview

	General Experience

· Evidence of leading on change programmes 
· Experience of managing budgets and resources

· Developing Business Strategies and Plans

· Producing high quality management reports and delivering presentations

· Working in partnership

	Application/Interview

	KNOWLEDGE AND SKILLS
	

	Knowledge

· Knowledge and Understanding of Children’s Services legislation
· Knowledge of the Children’s Services Market
	Application/Interview

	Communicating 

· Excellent communication skills with proven experience in the delivery of presentations and production of clear and concise reports for senior management. 

· Ability to communicate with a wide range of partners

· Excellent negotiation and influencing skills 
· Managing conflict
	Application/Interview

	Problem Solving and Decision Making

· High level analytical skills with the ability to proactively solve problems and seek solutions to complex situations

· Ability to think and plan strategically and make decisions in line with plans, policies and procedures
· To be resourceful in the face of challenges.
	Application/Interview

	Teamwork

· Strong partnership skills

· Ability to build effective teams and relationships and achieve results 
	Application/Interview

	Ability to meet the travel requirements of the post
	Interview



	The ability to work outside of normal working hours to meet the needs of the service.
	Application form/Interview 

	PC Skills - Able to effectively use a PC to prepare documents, record information or input data.
	Application form/Interview

	Commitment to Equal opportunities 
	Interview


       Extra essential requirements – Please add or delete as appropriate to the job role.

	Flexibility – an ability to work effectively despite changes in colleagues, settings and environment as well as changing working hours and working weekends
	Application form/Interview

	Customer Service Excellence – Able to delight customers, deliver high quality tailored services to meet needs and exceed expectations
	Application form/Interview

	Democratic – Seeks and considers the views of others in setting and deciding plans, activities and progress.


	Application form/Interview

	Vigour – Works at a fast pace, copes well with higher levels of workload.
	Application form/Interview

	Listening - Listens to others to assess requirements in order to respond appropriately and efficiently. 
	Application form/Interview

	Innovation - the ability to be creative in working through problems and making decisions.
	Application form/Interview

	An ability to manage budgets
	Application form/Interview
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