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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods and Housing

	DATE PREPARED: FEB 24     

	SECTION:

	Business Development and Change
	GRADE: 10

	
JOB TITLE:

	
Senior Change Officer
	
EVALUATION RESULT:  406

	
EVALUATION DATE:
	
11 March 2024
	
JE NUMBER: NC4958



	ROLE & PURPOSE OF JOB: 

Design and develop change programmes and projects based on business drivers such as new or revised legislation, economic factors, innovation etc. – in conjunction with the Business Change Manager, senior managers within Neighbourhoods & Housing, other Council services, and the wider social housing sector.

Understand requirements from the wider social housing sector – Social Housing Regulator, Ombudsman etc. – and interpret into change programmes and projects, in conjunction with senior managers within Neighbourhoods & Housing, Practice Management Team etc.

Lead or support programmes and projects to deliver identified changes, improvements, and benefits. 

Provide knowledge, expertise and capacity in programme and project management, and in change management and improvement techniques.

Identify, define, and track progress, benefits, and outcomes in addition to risks and issues for projects/programmes, through recognised routes, such as senior management teams, boards etc.

Ensure change is embedded and is delivering the improvements expected from the implementation of programmes and projects, and that benefits are realised.

Foster a positive culture within Neighbourhoods and Housing and beyond, in line with the service area’s vision and values, and those of Hull City Council more broadly. 





	
PRINCIPAL ACCOUNTABILITIES: Please identify the level of accountability.


	1
	Strategy –

Research unfamiliar areas of public service delivery, in particular social housing, and establish what represents best practice in these areas.

Take a lead role in creating change programmes that align to the strategic needs of service users and to agreed local strategies and corporate plans, incorporating national and local objectives, priorities, and targets, such as those published by the Social Housing Regulator, Ombudsman, DLUHC etc.

Identify areas of impact beyond the core change activities, and ensure relevant stakeholders are made aware.

Appropriately select and apply agreed strategies, policies, and methodologies to areas of programme and project work.

The postholder will work autonomously, after receiving a broad scope from more senior officers, but will regularly check-in with progress and will receive direction and key decision-making through appropriate governance structures such as Programme Boards.  These will usually be comprised of senior managers such as Heads of Service and Assistant Directors.


	2
	Customer Focus – 

Be customer focused and ensure programmes/projects are utilising customer / tenant insight to plan and deliver change.

Ensure programmes / projects and their benefits effectively embed the voice of the tenant / tenant need

Develop and maintain effective working relationships with key stakeholders. Ensure communication is effective at all levels, ensuring buy-in from staff and enabling change to be delivered.

Work collaboratively with staff at all levels within the Council and partner organisations to ensure a clear understanding of the importance of designing for the customer / tenant when delivering change.

Take the lead on transition management, ensuring that business as usual is maintained during the transition to new ways of working, and the timing of the changes are optimised to effectively integrate into the business.

	3
	Performance Management – 

Co-ordinate activity on programmes and projects.

Capture and report on progress against the programme/project and raise and escalate issues and risks to line manager or Programme Board as appropriate.

Deliver to tight deadlines and influence others to deliver within such parameters. 

Establish and implement the mechanisms by which benefits can be measured. Proactively monitor benefits realisation.

Monitor and review project documentation prepared by more junior colleagues.

Use performance management from within / outside the service to inform and shape change programmes and projects.


	4
	Leadership – 
Be an effective leader, modelling exemplary behaviour to staff and promoting a positive culture which seeks excellence in public service. Actively promote a culture of organisational learning and development, including coaching and mentoring of staff.

The post holder will matrix manage a team when required; and may have permanent line management responsibility for more junior colleagues within Business Development and Change. 

Champion change and improvement methodologies and techniques. 

Embed learning into the organisation from reputable and proven external business change research and best practice. Transfer knowledge and skills to colleagues in the organisation. 

Work with and guide senior managers to shape and deliver change and transformation.


	5
	Statutory Obligations – 

Must take account of relevant statutory obligations within business process redesign and identification of efficiencies.

These will usually be, although not limited to, obligations relating to the provision of housing, which is a highly-regulated area.  Where necessary seeks advice from colleagues such as in Legal Services and Practice Management.


	6
	Manage Projects and Programmes

Provide project and programme expertise to change programmes and projects.

Decide most appropriate programme / project management methodology and techniques to use based on nature and needs of assigned projects.  Identify the need for and develop appropriate project documentation.  Identify synergies, potential duplication or conflicts and ensuring activities (e.g. risk management) are underpinned with recognised programme management methodologies.

Ensure sufficient resources are available to undertake efficient project delivery and that the necessary resources are identified, planned and allocated to projects ensuring outputs are delivered on time and to the required level of quality.  Support and lead project people resources from across the service area or other service areas in a matrix management arrangement.  Oversee and report on project / programme budgets as assigned.

Lead on stakeholder communication and engagement regarding programme outcomes.

Ensure that new models of working are embedded successfully.  

Where not personally leading projects and programmes, provide project management skills to support service department staff to deliver change programmes and associated benefits.  Champion change management and project management disciplines.


	7
	Conduct analysis

Identify potential improvements to service efficiency, using skills and knowledge (e.g. change management techniques, improvement techniques, data analysis).  

Provide advice in service business planning, processes, and performance. 

Make recommendations that take advantage of opportunities such as technological innovation, based on own up to date knowledge and research.

Work with service managers to turn improvement ideas/proposals into workable solutions and formulate these into detailed viable plans.

Analyse and review the benefits of individual projects to support prioritisation. Communicate with all stakeholders, deal with risks and barriers, to ensure objectives are delivered on time and within resources allocated. 

Complete post implementation reviews to ensure that the required business benefits have been achieved and will be sustained.  Produce management reports on the findings.


	8
	Communicate and Influence

Ensure the buy-in of stakeholders at a programme and project level (e.g., staff affected by change).

Facilitate the development of a continuous improvement culture by identifying improvements, making recommendations, and providing support to and negotiating with managers to deliver change and improvement as a result of findings, dealing with any potential opposition to the proposed changes.


	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS

THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED

	2. DIGNITY AT WORK

To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	3. HEALTH AND SAFETY 

The Health and Safety at Work etc Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL

The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.





	JOB CHARACTERISTICS: Confirm by crossing the boxes that the post has the following characteristics (Only cross the boxes that apply).

	· Postholder will be required to have a range of either professional or specialist knowledge or experience.

[bookmark: Check1]|_|

· Role will have supervision and planning of other people’s workloads and/or planning or scheduling of work over the short term.

[bookmark: Check2]|_|

· HR skills can comprise of being in a managerial role requiring motivating, developing and ensuring the health and wellbeing of a dedicated staff group and/or HR skills in influencing peer and senior managers.

[bookmark: Check3]|_|

· Role has latitude to determine appropriate actions within set policies and practices.  Role is subject to structured direction and supervision with set objectives.
|_|


· Role has requirement to identify and establish relevant policies and practices within their specific area of responsibility.   

|_|

· Role is required to manage/monitor/direct financial plans and budgets in line with corporate policy.

|_|

1. Role has the authority to make key decisions impacting on the Principal Accountabilities.

|_|






	ORGANISATION CHART:  Please provide Job Titles and Grades.  

	
	
	Immediate Line Manager
Business Change Manager (G12)

	
	

	
	This Position
Senior Change Officer (G10)

	
	

	
	Will guide and may line manage:
Change / Transformation Officers (G8)
Service based project staff








	RESOURCE MANAGEMENT:
Section 1 & 2 should be completed. Section 3 should only be completed if the postholder does not have direct responsibility for staffing or budgets.

	1.
	Direct responsibility for Staff: (state numbers of staff and costs)
Will matrix manage a small team of project officers.  May have direct line management, for example of a G8 Change Officer.

	2.
	Direct responsibility for Budgets: (state key specifics budgets and monetary sums)
Will contribute to delivering change that is likely to require investment and result in savings.  Overall accountability will be with line manager, but postholder will monitor budget operationally and prepare appropriate reports.


	3.
	Impact on Corporate/Service/Departmental spending:
The fundamental purpose of the job is to help deliver change.  This should usually reduce spend, whilst protecting or improving service quality.   
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PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Degree or equivalent level of experience
Specific qualification requirement (if applicable):      
	|_|
	|_|

	AF, I

	
	Evidence of continuing professional development and/or membership of professional body
	|_|

	|_|

	AF, I

	
	Change management qualification and/or project management qualification or relevant experience, for example; CHAMPS, MSP (Managing Successful Programmes)
	|_|
	|_|

	AF

	2. 
	Relevant Experience:

	
	Experience of delivering, monitoring and planning services at an
operational level
	|_|

	|_|

	AF, I

	
	Experience of undertaking change management, planning and implementing new ways of working
	|_|

	|_|

	AF

	
	Experience of successfully managing activity and performance targets
	|_|

	|_|

	AF, I

	
	Ability to build and maintain effective teams
	|_|
	|_|
	AF, I

	
	Ability to manage effective budgets/resources and enforce proper financial controls, showing sound business judgement
	|_|

	|_|

	AF, I

	
	Experience and understanding of planning and project management
	|_|

	|_|

	AF, I

	
	Experience of leading transition management by ensuring business as usual is maintained during integration.
	|_|
	|_|
	AF, I

	
	Experience of working in an environment where it is necessary to review a wide range of factors in order to ensure effective decision making.
	|_|
	|_|
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults (if relevant to the job)
	|_|

	N/A 
	     

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults (if relevant to the job)
	|_|

	N/A 
	     

	
	Able to challenge constructively, to design and introduce improvements and to manage change
	|_|

	|_|

	AF, I

	
	Able to manage and lead a team effectively in a challenging environment
	|_|

	|_|

	AF, I

	
	Ability to plan ahead / organise / prioritise, implement service improvements and innovations
	|_|

	|_|

	AF, I

	
	Ability to synthesise and prioritise complex and potentially conflicting demands, understand and absorb information and resolve problems. Require highly developed co-ordination, time management and prioritisation skills to enable the post-holder to achieve plans and objectives in a timely and organised manner
	|_|

	|_|

	AF, I

	
	Ability to analyse problems, situations and information, think laterally and present innovative and feasible solutions
	|_|

	|_|

	AF, I

	
	Proven ability to work as Scrum Master for a significant project at Programme level, requiring Scrum principles, practices, and theory.
	|_|
	|_|
	AF

	
	Proven management skills, including the ability to lead, motivate others, encourage teamwork, delegate and get the best out of people. 
	|_|
	|_|
	AF, I

	
	Ability to successfully apply ICT systems to enable the opportunities provided from available technologies to benefit the delivery of programmes.
	|_|
	|_|
	AF

	
	Ability to successfully and proactively monitor and report on benefit realisation for a Programme.
	|_|
	|_|
	AF, I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (if relevant to the job)
	|_|
	N/A
	     

	
	Possesses specialist skills and well-developed knowledge to provide in-depth support to a technical or operational service
	|_|
	|_|
	AF, I

	
	Able to predict and drive change in a rapidly changing environment to deliver a performance based culture
	|_|
	|_|
	AF, I

	
	Understand how government policy/legislation impacts on council strategy and services
	|_|
	|_|
	AF, I

	
	Ability to analyse and solve problems with an appreciation of possible longer-term implications
	|_|
	|_|
	AF, I

	
	Uses knowledge of the service to be able to make decisions on requirements of the service and its development
	|_|
	|_|
	AF, I

	
	Business Analysis / Process Improvement qualification 
	|_|
	|_|
	AF

	
	A good overview of available technologies/systems which can be 
applied to programmes.
	|_|
	|_|
	AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (if relevant to the job)
	|_|
	N/A
	     

	
	Ability to build and manage effective relationships with stakeholders
	|_|
	|_|
	AF, I

	
	Strong analytical skills with the ability to process complex information and explain/present the information
	|_|
	|_|
	AF, I

	
	Ability to build and maintain effective teams
	|_|
	|_|
	AF, I

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	|_|
	|_|
	AF, I

	
	Ability to inspire and influence stakeholders to effect cultural change
	|_|
	|_|
	AF, I

	
	Written Skills

	
	Ability to write structured and concise reports
	|_|
	|_|
	AF, I

	
	Ability to write reports and briefing notes appropriate to the audience (i.e. translate technical information to a non-technical audience)

	|_|
	|_|
	AF, I

	6.
	Other: (if there aren’t any state ‘none’)
	
	
	

	
	None
	|_|
	|_|
	     

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.





	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	☒	N/A
	I

	
	Respect
	☒	N/A
	I

	
	Learning
	☒	N/A
	I

	
	Ambition
	☒	N/A
	I

	
	Partnership
	☒	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:
	
	
	

	
	Leading forward
	☐	N/A
	

	
	Improving services
	☐	N/A
	

	
	Analysis and decision making
	☐	N/A
	

	
	Making things happen
	☐	N/A
	

	
	Communicating with impact 
	☐	N/A
	

	
	Collaboration 
	☐	N/A
	

	
	Developing self and others
	☐	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs 

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	☐	N/A
	

	
	
	
	N/A
	




	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 

#BASIC 
#STANDARD 
#ENHANCED
#ENHANCED & CHILDRENS BARRING LIST CHECK
#ENHANCED & ADULTS BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 

# Service area to delete as necessary.
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure, the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or cautions are considered “protected” in line with filtering rules for DBS checks.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	X
	N/A
	AF(after short listing)
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