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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Corporate Finance and Transformation

	POSITION NO: 


	SECTION:

	Corporate Transformation Team 
	GRADE: 8

	
JOB TITLE:

	
Transformation Officer 
	
DATE PREPARED: February 2017
Revised January 2020

	EVALUATION DATE:
	August 2020
	JE NUMBER: NC4592




	ROLE & PURPOSE OF JOB: 

To conduct investigatory work to identify inefficiency, process improvements and the benefits of change on assigned projects. 

To manage and organise work packages and/or projects as assigned to secure the delivery of value for money, efficient and customer focused services. 

To assist in the development and application of corporate and service based projects, as part of a wider team.

Analyse, implement and develop processes and systems to embed and secure continuous improvement across the organisation, remaining cognisant of the need for compliance with statutory obligations and supporting the priorities of directorates and the council as a whole.

To support the identification of opportunities for more efficient service provision. 

To provide expert data analysis, in appropriate format, to understand performance of functions, identify where improvements should be focussed and enable leaders to make informed decisions.

To provide support to develop business cases, project plans and any other documentation.
























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

	1.
	Customer Focus –
Lead on the implementation of specific change projects, or work packages, as assigned.  

To understand processes and policies in relation to assigned workload, including process mapping, identification of inefficiencies, management information and service quality. 

Apply change and improvement methodologies and techniques, with excellent customer experience as a core principle of the redesign process when implementing new systems in order to improve service delivery.

To source and apply relevant customer insight when developing business cases and supporting change projects.

To support a positive service culture focused on improving services for customers.

Develop communication frameworks and mechanisms for staff to contribute towards improvement initiatives.


	2.
	Performance Management - 
Produce project management documentation in order to provide progress updates and capture issues and risks associated with work packages or projects.

Contribute to other project and programme management documentation where required.  

Prepare and deliver formal reporting and presentations to governance bodies such as senior officer working groups and programme boards as required.

Devise, develop and implement performance management initiatives, including mechanisms that ensure the timely analysis and reporting of appropriate outcomes and indicators, to both baseline performance, but also measure the impact of change.

Support the capture and analysis of data and insight to inform the delivery of change.


	3.
	Strategy - 
High level of self-supervision and expectation of making own decisions as to how to proceed on a daily basis.   

Identify opportunities for improvement and efficiency and support the implementation of improvements.

Utilise appropriate tools to map processes and identify improvements to re-engineer processes.

Utilise key data sources to enable measurement of service delivery, selecting appropriate formats to present findings.

To provide support to managers to deliver change and improvement activities, utilising the business cases and other information to support the delivery of change.  

Facilitate the development of a continuous improvement culture throughout the council. 

Assist in the promotion and compliance of corporate policies where suitable. 

To contribute to complex research and deliver best practice approaches and effective mechanisms to improve service delivery in conjunction with appropriate specialists and subject matter experts, including appropriate ICT solutions. 




	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:



	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 above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 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.




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

	[bookmark: Text8]1.	Responsibility for Staff:	None. 
Will work closely with a multitude of disciplines across the Council.

[bookmark: Text9]2.	Responsibility for Customers/Clients:	
Will implement redesigned services for the public and for delivery by service staff.

[bookmark: Text10]3.	Responsibility for Budgets:	None. 
Will have input as to how budget is invested and how it can be saved as a result of involvement in change projects.

[bookmark: Text11]4.	Responsibility for Physical Resources:		None.


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

	1.	Within Service Area/Section:
[bookmark: Text12]Close working relationship across the entire Transformation Team. 

2.	With Any Other Council Areas
[bookmark: Text13]On a day-to-day basis, works with service representatives to ensure proposals meet the needs and demands of the service. 

As appropriate, works with all specialist functions within the council to identify informed and joined up business process changes and the best manner in which to implement them.

3.     With External Bodies to the Council
[bookmark: Text14]Works with suppliers (e.g. consultants) and with the council's partners as applicable to the particular business process being reviewed and changes delivered.




	ORGANISATION CHART: 


	
	Immediate Line Manager
Head of Transformation Support G14

	This Position
Transformation Officer G8

	

	Will Support
Transformation Assistants
Service Based Project Staff








	
	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).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	     



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

	     



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	     






	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.
*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:

	
	HNC and/or HND level qualification or equivalent level of experience.
	X
	
	AF

	
	Evidence of continuing professional development and/or membership of a professional body.
	X
	
	AF

	2. 
	Relevant Experience:

	
	Experience of successfully managing activity and performance targets 
	X
	
	AF/I

	
	Extensive experience of delivering work packages within an improvement project environment.
	X
	
	AF/I

	
	Experience of working on complex projects (e.g. with multiple work-streams, team members from assorted disciplines and challenging circumstances such as staff opposition) 
	X
	
	AF/I

	
	Experience of contributing to multiple projects simultaneously at a leadership level (e.g. managing work packages)
	X
	
	AF/I

	
	Experience and understanding of project management
	X
	
	AF/I

	
	Experience of undertaking change management, planning and implementing new ways of working
	X
	
	AF/I

	
	Experience of implementing and evaluating new ways of working, instigating improvements to service delivery and of contributing to change.
	X
	
	AF/I

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

	
	Good numeric skills with the ability to measure and analyse performance statistics, highlighting variances and exceptions.
	X
	
	AF/I

	
	Ability to identify service failures and opportunities to improve systems and processes
	X
	
	AF/I

	
	Planning and organisational skills to support the delivery of projects and business objectives.
	X
	
	AF/I

	
	Thinking skills at a strategic level, including ability to translate high-level objectives into deliverable actions
	X
	
	AF/I

	
	Ability to work well with others to support the achievement and delivery of agreed outcomes
	X
	
	AF/I

	
	Good IT skills generally with confidence in commonly used packages such as MS Excel.  
	X
	
	AF/I

	
	Data analysis skills, including identification of trends and likely cause and effect. Ability to filter key findings and present in a digestible format, tailored to intended audience.
	X
	
	AF/I




	4. 
	Knowledge:

	
	A demonstrable knowledge and understanding of the types (and ideally specifics) of issues that affect service delivery
	X
	
	AF/I

	
	Knowledge of best practice in change management and benefits realisation.  
	
	X
	AF/I

	
	Familiarity with I.T. systems relevant to project management and process mapping, e.g. MS Project, Visio is highly desirable
	
	X
	AF/I

	
	Knowledge of I.T. systems that may be used to leverage improvements ie Oracle, CRM (customer relationship management) and GIS (geographical information) systems
	
	X
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Excellent communication and advocacy skills, both verbal and written, with an ability to build and maintain good working relationships with managers and partners.
	X
	
	AF/I

	
	Excellent negotiation and mediation skills to consult and negotiate with colleagues, trades union representatives, external stakeholders and service managers to instigate and deliver improvements to services
	X
	
	AF/I

	
	Ability to communicate clear ideas in all directions of what is needed to deliver and achieve service targets
	X
	
	AF/I

	
	Resilience in the face of opposition / failure to see all ideas adopted and brought to fruition – ability to learn from these experiences
	X
	
	AF/I

	
	Written Skills

	
	The ability to produce a range of written material including reports, project documentation, procedural notes, action plans, business cases and committee reports
	X
	
	AF/I

	
	Ability to produce reports to show progress against targets
	X
	
	AF/I

	6.
	Other:
	
	
	     

	
	If there aren’t any state ‘none’
	
	
	     

	
	Awareness of personal responsibilities in dealing with sensitive and confidential issues, with the ability to demonstrate neutrality and remain professional at all times
	X
	
	AF/I



	

	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
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory  Disclosure from Disclosure Scotland/ Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS 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 caution/s are considered “protected” in line with filtering rules for DBS checks.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|X|
	N/A
	AF(after short listing)
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