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PERSON SPECIFICATION:   SERVICE DEVELOPMENT OFFICER 



POST REFERENCE: 106260/103543/103089
Hartlepool Borough Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  This post is subject to a Disclosure and Barring Service (DBS) check.


	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	Educational/vocational/ occupational qualifications and/or training 
	NVQ Level 3 in Business Administration (or equivalent) (F)
	Certified ISO9001:2015 Auditor qualification (F)


	Work or other relevant experience


	In-depth experience in at least two of the following subject areas (F) (I) (R):
· Workforce development planning
· Complaints handling

· Quality Management Systems (eg ISO or similar)

· Applying Business Process Re-engineering techniques to achieve service improvements and efficiencies

· Freedom of information / Subject Access requests
· Performance Management

Experience in developing action plans covering at least a 12-18 month period (F)

Experience in delivering training and/or providing intensive support and guidance to other staff (F)
	Experience of carrying out internal audits and/or formal performance inspections (F/I)
Experience of creating webpages (F/I)
Experience of ICT development and support (F/I)


ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)
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	REQUIREMENTS






	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	Skills, abilities, knowledge and competencies


	Knowledge of Data Protection legislation and the principles to apply regarding the safekeeping and secure exchange of personal, sensitive and confidential data (F/I)

Excellent general understanding of ICT systems, including detailed knowledge of creating and using Excel spreadsheets (F/I)
Can effectively exchange complicated information with senior managers, colleagues and the public in writing, face to face and by telephone (F/I)

High standard of communication, presentation and interpersonal skills as well as the ability to influence others (I)

Able to work independently and prioritise own workload to maintain high standards and meet service deadlines (I) 

Able to assess, investigate and provide a response to a range of queries received (I)


	Knowledge of legal requirements in relation to Driver Certificate of Professional Competence (CPC) (F/I)
Desk top publishing skills (F/I)



ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)
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	REQUIREMENTS






	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	General competencies


	Understands responsibility for own and others’ health and safety (I)
Commitment to providing an excellent customer service (I) 
Displays understanding of the environment in which the organisation currently operates and adopts a positive attitude towards change (I)

Good team worker, demonstrating flexibility and adaptability (I/R)

Demonstrates  a reliable, flexible, “can do” attitude towards meeting the varying workload of the role (I/R)

	


ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)
Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service 
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