	SEVENOAKS  DISTRICT  COUNCIL


	
	JOB  DESCRIPTION
	

	
	

	
	

	TITLE OF POST
	Policy & Projects Officer

	
	

	POST No.
	

	
	

	BAND
	Band D to E (dependent on qualifications and experience)

	
	

	RESPONSIBLE TO
	Policy and Performance Manager 

	
	



Purpose of Post:

Working as part of a small central team, leading projects and supporting larger programmes of work including local government reorganisation. To support the delivery of the Council’s corporate policy function and provide research and analysis that enables the Council to further transform and improve its services.

To support the Policy and Performance Manager, bringing together briefings and assessing the impact of local and national policy initiatives as required. 

Additional requirements to achieve Band E on the pay scale are set out in the Person Specification.




Key Activities:

Policy

· To support delivery of the corporate policy function, providing comprehensive advice on a broad range of policy matters relevant to the Council’s business.

· To provide a horizon scanning service to ensure the Council is aware of potential policy developments that could impact on its services. 

· Provide support to Senior Management to deliver service improvements based on your understanding of the policy landscape and Council priorities.

· To provide support to the Council’s approach to the Government’s transparency requirements.

· To support Strategic Management Team and Senior Managers in the development of strategies and policies across their service areas.

· To support the corporate and service planning process and assessing the policy impacts of legislative and other changes.

· To support the Council’s strategic, financial and business planning frameworks.

· To prepare briefings and reports for Senior Management and Members on policy matters.

Projects

· To work as an integral part of the Local Government Reorganisation programme office, aiding coordination and leading / supporting on projects as required. 

· To support the delivery of projects that support the Council to meet its objectives and enable continuous improvement in service delivery.

· To provide support and advice on Council projects.

· To provide support to the external review of Council services.

Research and Analysis

· Work alongside the Council’s performance officer to provide research and analysis that supports the Council in improving and transforming its services.

· To prepare briefings and reports for Senior Management and Members on the research and analysis work undertaken.




Other

· To comply with all the policies and procedures of the Council (e.g. Equal Opportunities, Safeguarding and Health and Safety.

· To embrace the values and behaviours of the Council. 

· To carry out any other related duties as may be directed from time to time.


LOCATION: Council Offices, Argyle Road, Sevenoaks, TN13 1HG.



SEVENOAKS DISTRICT COUNCIL


	
	PERSON  SPECIFICATION
	

	
	
	

	
	
	

	TITLE OF POST
	Policy & Projects Officer
	

	
	
	

	POST No.
	



	
	Essential
	Desirable

	
Qualifications / Technical
Professional
	· A good level of academic achievement must be demonstrated
	· Relevant Degree or equivalent qualification. (essential for pay band E)
· Evidence of continuous training and personal development
· Qualified in a recognised project management approach

	Knowledge
	· Experience of working within a policy or research and analysis role
· Understanding of the broad range of local government functions and services
· Knowledge of the issues facing local government
· Understanding of Government departments and processes 
· Knowledge of local government and political processes
· An understanding of risk management and experience of proactively managing problems and opportunities
· Awareness of local government reorganisation and its implications for District councils
	· Understanding of the local government finance system
· Experience of working in politically complex situations (Essential for pay band E)




	
	Essential
	Desirable

	Skills and Abilities
	· Proven analytical skills, ability to work with complex information, and attention to detail
· Research skills
· Problem solver
· Excellent IT skills including MS Office.
· Excellent presentation skills
· Excellent interpersonal skills 
· Good organisational skills
· Ability to work under pressure and meet required deadlines
· Comfortable working with competing demands and meeting strict deadlines
· Open minded and flexible
· Track record of developing policies which deliver tangible results for customers
· Project management skills, the ability to deal with a large and varied workload and to prioritise effectively
	· Experience of analysing and critically evaluating services

	Leadership
	· Ability to demonstrate enthusiasm and encourage staff to view change positively
	

	Communication
	· Ability to convey complex information clearly to a wide range of recipients both internally and externally
· Excellent communication skills, both written and verbal
	· Experience of writing briefings, reports and policies and presenting information to a range of audiences (Essential for pay band E)




	
	Essential
	Desirable

	Working with others
	· To Build relationships and maintain good working relationships internally and externally and work effectively in varied team settings.
· Ability to demonstrate respect for others by acknowledging their ideas and contributions
	· Experience of working with elected Members

	Achieving Goals
	· Self-motivated, shows initiative and able to work independently
· Ability to plan work to ensure objectives are achieved
· Ability to work to deadlines
	

	Personal Resources
	· Ability to use different influencing styles appropriately
	· Ability to display a high level of self confidence
· Diplomatic and persuasive
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