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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: 


	Streetscene Services
	POSITION NO:

	SECTION: Business Improvement Team

	Business Improvement Team
	GRADE: Career Grade – Grade 5
                                         Grade 6

	JOB TITLE:  
	Systems Process & Scheduling Officer

	DATE PREPARED:26 March 2018

	EVALUATION DATE:
	5 April 2018
	JE NUMBER:NC4171 Grade 5
                      NC4172  Grade 6


	

	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.



	PURPOSE:

The role sits within the Business Improvement Team of Streetscene Services.  Its key purpose is to affect management control of all services through risk and performance management; to maintain and develop efficient processes through the support and development of Streetscene’s fundamental operational systems and via its Business Improvement Programme drive change that ensures ongoing development of the service, improving performance whilst considering the customer journey.

This is a key role that will ensure the progression of Streetscenes Business Improvement Programme and the compliance with agreed and invested systems within Streetscene and the wider Council and be fundamental to the development of systems and their use to improve decision making and future service provision.

Given that Streetscene is a dynamic, multifunctional service that operates against a background of limited resources the post will adapt to the changing and challenging landscape of this front line service.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	
	Grade 5.

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults (Service Area to include where appropriate)


	2.
	Investigate and report compliance across all Streetscene Teams of adherence to standard working practices of local operational systems to ensure consistency of use to inform service decision making, reporting and development. 


	3.
	Represent, as directed, Streetscene at System User Groups, Stakeholder Groups and Corporate Meetings in line with terms of reference for those meetings. 


	4.
	Lead on-site briefings / training (that includes quality management and ‘Lean’ principles) to users of Streetscene’s local operational systems in line with guidance, Record and report such training to inform inclusion in Learning Plans.


	5.
	Undertake, and analyse and report to senior colleagues the outcomes of periodic reviews of data and assets held in Streetscene’s operational systems to inform maintenance of data and the accurate recording of assets that informs allocation of resources. 


	6.
	Provide day to day support to users of Streetscene’s operational systems to ensure that staff are working to standard working practices; highlighting and resolving any training needs


	7.
	Undertake, as directed and in conjunction with corporate ICT, operational system hardware / software installations and upgrades to ensure Streetscene is supported by the most effective versions of their multiple operational systems, for example; Confirm, Bartec , Mayrise, Mobisoft , Navman etc.


	8.
	Provide efficient and effective local operational system administration service for Streetscene staff that includes:
· Securing appropriate licenses.
· Individual system set up.
· Allocation of permissions.
· Removal and re-designation of system access.
· Placing of orders / processing payments, via standard procedures


	9.
	Conduct independent research, as broadly directed, to inform system solutions and / or Streetscene’s / Corporate Improvement Projects.   So contributing to the securing of value for money, efficient and customer focused services..


	10.
	Progress chase, review performance indicators for completeness, and produce service performance reports by a set deadline (that includes agreed corporate performance indicators) for review by senior colleagues prior to circulation / presentation to senior management / DMT.  


	11.
	Leads / works alongside operational teams to deliver DMT approved improvement projects and report their progress against defined milestones to DMT / Governance Bodies to contribute to value for money, efficient, customer focused services.

	12
	Produces and presents to senior officers quality audits of operational services processes that include; 
· Analysis of base line service performance
· Process mapping of the current state
· Documentation of operational procedures
· Comparison with defined bench marks

To inform ‘quick win improvements’ and / or recommendation to Departmental Management Team for specific improvement projects. 

	13.
	Progress chase, review ACM risk management returns for completeness and contribute to the production / presentation of a departmental risk register summary by a set deadline for review by senior colleagues prior to circulation to DMT.

	14
	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.


	
	Grade 6 – All of the above plus:

	15..
	Produce and present regular reports to the Business Improvement Manager / DMT members on compliance across all Streetscene Teams of adherence to standard working practices of local operational systems to ensure consistency of use to inform service decision making, reporting and development. 


	16.
	Produce and present reports to the Business Improvement Manager / DMT members on the outcomes of periodic reviews of data and assets held in Streetscene’s operational systems to inform maintenance of data and the accurate recording of assets.


	17.
	Contributes to the regular completion of Streetscene’s Performance Framework, to established deadlines, that informs service decision making. 

	18.
	Conducts independent research of system solutions and service improvement opportunities to inform development of Streetscene’s services and associated working practices to advise on continuous service improvement. Presents such research to elected members, the public, user groups, internal departments and external organisations.


	19.
	Ensure, in conjunction with Corporate ICT, that local operational systems and data held are secure to meet statutory requirements.

	20.
	Conducts quality audits of operational services processes to inform; quick win improvements and / or recommendation to DMT to specific improvement projects. 

	21.
	Leads , as directed,  local improvement reviews of Streetscene’s operational systems to inform coordination with the corporate ICT Team and subsequent recommended actions to relevant Assistant City Manager / Streetscene Management Team


	22.
	Analyse KPIs alongside risk management returns, internal audits reports, external inspections and bench marks to inform reports to DMT that influence decision making and identify blockages to improvement. 

	23.
	Contributes to the production of Streetscenes Business Plan to ensure available resources are focused on key objectives of Streetscene; Strategic Commissioning and Delivery and the Council. 

	24.
	Contribute to the resolution, in conjunction with Corporate ICT and other stakeholders, to operational system failure. E.g:
· Communication failure between systems.
· System breakdowns.
· User errors.


	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post-holder 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.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:
Grade 5 – None.
Grade 6 – None.
· Will direct the completion of tasks of those allocated to Streetscene Improvement projects (which could span a significant timeframe).

2.	Responsibility for Customers/Clients:
        Grade 5 & Grade 6 – This role impacts on those Streetscene staff involved in Improvement Projects, Performance Management, Risk Management, Business Planning and those directly using operational systems and the Management Team and key staff, which can include other service areas who are informed by system developments / outputs.

3.	Responsibility for Budgets:
        Grade 5 – None.
        Grade 6 – As allocated as part of an improvement projects.

4.	Responsibility for Physical Resources:
        Grade 5 & 6 – Licensing arrangements.
Training equipment such as flipcharts, interactive whiteboards, handheld devices etc.




	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
   Grade 5:
· Works closely with the Business Improvement Team to ensure Improvement Projects, Performance Management, Risk Management, Business Planning and local operational systems are maintained and developed and that a contribution is made to business improvement projects.
· Works closely with Streetscene staff 
· Builds positive and professional relationships with Streetscenes DMT and operational teams.
         Grade 6 – As above plus:
· Works closely with the Business Improvement Team to ensure that business improvement projects are delivered.

2.	With Any Other Council Areas:
         Grade 5 and 6:
· Works closely with / builds positive and professional relationships with:
·  Corporate ICT,  to ensure continuation and development of operational system
· Learning and Development – sharing of learning plans
· Customer Experience Team – sharing system usage / error reports / training needs
· Business Intelligence Team – to feed into customer profiling exercises – understanding the customer
· Internal Audit / Risk – contributing to the corporate plan

3.     With External Bodies to the Council.
        Grade 5 - None.
        Grade 6 – Other stakeholders:
· In relation to Operational Systems maintenance and development:
· Pitney Bowes; Bartec; ISL – Route Smart; Elgin; Esri; etc.
· In relation to Business Improvement:
· KWL; DfT; APSE; Six Sigma , Other LA’s etc.


	




	ORGANISATION CHART: 


	

                                                          Project Officer.



Systems Process & Scheduling Officer.


                                                                                                      None. 





	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	

X
	
	
	
	
	

N/A
	



	WORKING CONDITIONS:
Working Conditions – exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	

X
	
	
	
	

N/A
	

Managing conflicting demands from internal customers.

	
	X
	
	
	
	
	
	



	
PERSON SPECIFICATION
	Tick 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.
*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:

	
	Grade 5
	
	
	

	
	NVQ Level 3 or above in  relevant discipline or equivalent.
	
X
	
	
AF/CQ

	
	Commitment to personal professional development.
	
	X
	AF/I

	
	Grade 6 – All of the above plus.
	
	
	

	
	NVQ Level 4 in relevant discipline or equivalent.
	X
	
	AF/CQ

	
	Lean Six Sigma – Green Belt / Foundation.
	
	X
	AF/I

	2. 
	Relevant Experience:

	
	Grade 5:
	
	
	

	
	Working to and the development of standard working practices
	X
	
	AF/I

	
	Attending and contributing to meetings.
	X
	
	AF/I

	
	Contribution to improvement projects.
	X
	
	AF/I

	
	Contribution to quality audits.
	X
	
	AF/I

	
	Providing briefings / training- one to one and to groups of individuals.
	
X
	
	
AF/I

	
	Handling large volumes of data.
	X
	
	AF/I

	
	Installation of hardware / software.
	
	X
	AF/I

	
	Experience of ICT system administration to include Microsoft Office suite 
	X
	
	AF/I

	
	Experience of key operational systems such as Confirm, Bartec, Mayrise, Mobisoft, CRM, Navman etc.
	
	X
	AF/I

	
	Working with stakeholders.
	X
	
	AF/I

	
	Grade 6 – All of the above plus:
	
	
	

	
	Writing reports to senior managers.
	X
	
	AF/I

	
	Working within a performance framework.
	X
	
	AF/I

	
	Conducting independent research.
	X
	
	AF/I

	
	Conducting quality audits.
	
	X
	AF/I

	
	ICT system failure and its resolution.
	X
	
	AF/I

	
	Experience of key operational systems such as Confirm, Bartec, Mayrise, Mobisoft, CRM, Navman etc.
	X
	
	AF/I

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

	
	Grade 5:
	
	
	

	
	Ability to question / challenge appropriately.
	X
	
	AF/I

	
	Ability to provide solutions to tasks and queries that requires awareness and concentration.
	
X
	
	
AF/I

	
	Ability to form positive and professional relationships.
	X
	
	AF/I

	
	Ability to adapt and learn.
	X
	
	AF/I

	
	Grade 6 – All of the above plus:
	
	
	

	
	Ability to provide solutions to complex tasks and queries that require analysis, evaluation and extensive concentration.
	
X
	
	
AF/I

	
	Self-motivated to work independently (e.g. independent research).
	
X
	
	
AF/I

	
	Ability to provide solutions to complex tasks and queries that require analysis, evaluation, interpretation and a degree of judgement.
	
	
X
	
AF/I

	
	Interpretation of outcomes to determine quality levels.
	
	X
	AF/I

	
	

	4. 
	Knowledge:

	
	Grade 5.
	
	
	

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (service area to include where appropriate).
	
X
	
	
AF/I

	
	A working understanding of operational systems (e.g. Confirm, Bartec, ISL – Route Smart, Elgin, Esri…or equivalent .
	
X
	
	
AF/I

	
	Understanding of standard working practices and procedures.
	X
	
	AF/I

	
	Working knowledge of quality management.
	X
	
	AF/I

	
	Working knowledge of performance management
	X
	
	AF/I

	
	Grade 6 – All of the above plus:
	
	
	

	
	Knowledge of latest operational system available. 
	
	X
	AF/I

	
	Thorough understanding of operational systems (e.g. Confirm, Bartec, ISL – Route Smart, Elgin, Esri…or equivalent.
	
X
	
	
AF/I

	
	Working understanding of Performance Frameworks
	X
	
	AF/I

	
	Understanding of relevant legislation. E.g. Data Protection.
	X
	
	AF/I

	
	Understanding of Council policies.
	
	X
	AF/I

	
	Working knowledge of business planning.
	X
	
	AF/I

	
	In-depth understanding of performance management.
	
	X
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Grade 5
	
	
	

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues
	
X
	
	
AF/I

	
	To diplomatically articulate / communicate Streetscene’s position at various group meetings.
	
X
	
	
AF/I

	
	Deliver positive on site briefing / Training sessions on operational systems.
	
X
	
	
AF/I

	
	Be patient, but firm in providing local support on day to day matters & system administration.
	
X
	
	
AF/I

	
	Grade 6 – All of the above plus:
	
	
	

	
	Constructive direction of allocated staff.
	X
	
	AF/I

	
	Develop positive and professional working relationships with external stakeholders.
	
X
	
	
AF/I

	
	Written Skills

	
	Grade 5:
	
	
	

	
	Produce reports and presentation material for managers and staff.
	X
	
	AF/I

	
	Grade 6 – All of the above plus:
	
	
	

	
	Produce reports for managers and staff suggesting improved ways of working.
	X
	
	AF/I

	6.
	Other:
	
	
	

	
	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. 
	Competencies:

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

	
	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 Basic #Standard/#Enhanced# Enhanced & Barring List Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).

	
	N/A
	DBS Disclosure

	
	If the post-holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the post-holder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
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	N/A
	AF(after short listing)
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