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CHILDREN, ADULTS AND HEALTH

JOB DESCRIPTION


POST TITLE:		Policy Development Officer (Public Health)	

GRADE:			Band 8 (Subject to Job Evaluation)

RESPONSIBLE TO:	Public Health Knowledge and Intelligence Lead



Overall Objectives of the Post:

The Strategy and Democratic Services Officer will work collaboratively to:
· Deliver a high-quality Health and Well-being Strategy reflecting insights gained from community sources and other robust evidence.
· Deliver other high-quality Public Health reports, as required.
· Manage the co-ordination of community-insight activities working with a commissioned team of academics and practitioners from within the council as well as our key partners.


Key Tasks of the Post:
1. You will be responsible for supporting the Public Health Knowledge and Intelligence Lead to develop the Health and Well-being strategy, including but not limited to:
· Promoting and maintaining the highest standards, ensuring that excellent information is produced that is up to date, accurate, accessible and understandable.
· Liaising with a range of stakeholders and organisations to ensure that strategy is evidence based using existing and new performance and information sources.
· [bookmark: _GoBack]Supporting the development of new ways of working by challenging existing practices.
· Leading research and evaluation activities.
· Working closely with corporate groups to ensure that elected members on ‘external bodies’ are appropriately briefed in a timely manner and that there are feedback mechanisms in place.
· Providing excellent professional support that is highly valued by our internal customers and all other stakeholders.

2. You will be responsible for managing the co-ordination of community-insight activities working with a commissioned team of academics and practitioners from within the council as our key partners:
· Providing objective, professional advice, guidance, support and assistance with respect to decision-making and scrutiny processes.
· Building relationships with key contacts in groups across the Council and health and care system to ensure good engagement with the Strategy development.
· Overseeing the co-ordination of, preparation and despatch of agendas and reports, ensuring quality of information to end-user.
· Organising, attending and producing accurate records for a range of meetings.
· Being proactive in producing and following up actions relating to decisions made.
· Supporting and liaising with all Elected Members and Officers as appropriate. 
· Providing briefings, preparing and, where necessary, presenting reports as required.
· Providing advice and guidance about the Council’s Constitution.
· Advise on consultation-related projects and exercises as part of the consultation network, to ensure full engagement is carried out and to build capacity for community empowerment.
· Undertake research and evaluation activities.
· Actively promoting community awareness of and engagement in the democratic process.
· Ensuring that democratic processes are fully embedded across the Council.
· Assist with Civic duties when required.

3. You will support the Research Operations Officer to co-ordinate and develop external research funding bids, including but not limited to:
· Facilitate and c-ordinate meeting to consider inter-service, and with external partners, opportunities against funds available.
· Support the work of the Research Operations Officer to ensure internal and external funding opportunities are co-ordinated and promoted across the council and with external partners.

4. You will take a lead role in supporting the Health and Well-being Board, including but not limited to:
· Providing objective, professional advice, guidance, support and assistance to members of the Board and related groups.
· Ensuring that a professional policy, research, analysis and evaluation service is available to the South Tyneside Partnership Board.
· Building relationships with key contacts in groups across the Council to plan and deliver agenda items across the Partnership.
· Overseeing the co-ordination, preparation and despatch of agendas and reports, ensuring quality of information to end-user.
· Organising, attending and producing accurate records for a range of partnership meetings.
· Being proactive in producing and following up actions relating to decisions made.
· Supporting and liaising with all Elected Members, Officers and Partners as appropriate. 
· Providing briefings, preparing and where necessary presenting reports as required.

5. You will manage relevant teams according to the tasks of the job, including but not limited to:
· Oversee the allocation of work and ensure the team meets its commitments.
· Ensuring that staff are kept well informed about corporate objectives and priorities and matters that impact on their employment and the service they provide.

· Proactively managing the health and safety of staff and ensuring that all key elements of effective health and safety management are in place (e.g. risk assessments).
· Using the Council’s HR procedures undertake performance reviews/appraisals, identifying development and training needs as appropriate and addressing poor performance where necessary.
· Building capacity and add value through effective performance management and supporting training to drive continuous improvement.

6. You will be responsible for the delivery of your own work programme, including but not limited to:
· Effectively managing your own workload.
· Contributing performance reviews/appraisals and identifying development needs as appropriate. 
· Making a positive contribution to team working.
· Contributing to corporate priorities.

The service will be offered across a variety of flexible times with occasional evening and weekend work required.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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