	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE

	DEPARTMENT: Place 
	SERVICE GROUP: Waste, Environment, Fleet and Licensing 

	POST TITLE: Performance and Service Improvement Officer
	REPORTS TO: Parks and Street Cleansing Service Manager

	GRADE:  SO1-SO2
	SAP POSITION NUMBER:   


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted:

1 Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.
2 Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.
4 The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Key Purpose of Post: 


	By providing Support to Neighbourhoods and Waste Management Services you will be required to assist in providing a comprehensive monitoring and reporting service for the Council:

1. To deliver a robust performance management system to support operatives and managers to ensure continual improvements in service provision.  
2. Provide, manipulate and analyse SMART data involving on the ground assessments of day to day operations across all services (Street Cleansing, Parks, Environmental Enforcement and Council Wardens making recommendations for any improvements and scrutiny at quarterly reviews. 
3. To support the Health and Safety Adviser to proactively manage risk and ensure compliance with Health and Safety legislation. To identify actual or possible problems/weaknesses within working processes, to eliminate waste or inefficient working practices/habits. 


	Main Responsibilities of Post: 

	1. To provide detailed complex information for performance management purposes focusing on continued improvement in customer satisfaction and business improvement.
2. To assess and monitor services in the working environment  against relevant local and national performance indicators providing  accurate performance management information on a daily, weekly, monthly, quarterly and annual basis for operational service managers and Area Coordinators. Providing results in various formats as required i.e. spreadsheets, graphs, matrices, and reports etc
3. Analyse data and produce management reports in user-friendly formats, relevant to the target audience. Identify any issues that do not seem to follow trend and provide a further analysis for discussion with management. Identify any process improvements and efficiencies that can be made.
4. To monitor, by means of site visits, inspections, surveys and the compilation of statistical information and reports, that working environments are safe and providing quality work to the highest standard 

5. Liaise with other Councils to obtain relevant comparison and benchmarking  information and maintaining awareness of good practice locally and nationally. Attending APSE and other benchmarking groups

6. Provide continual statistical information on service performance to ensure all managers and Area Coordinators are monitoring performance, procedures and that these are raised at team meetings and  relevant 1-1s.  

7. To assist in the development and completion of risk assessments and procedures to cover all working practices and operation and expected to deputise for Health and Safety advisor. 
8. Identify training needs analysis of staff and establish and review systems for auditing work and undertake sample audits of systems and work, in accordance with procedures

9. Develop, recommend and monitor corrective and preventative actions and coordinate and support on site audits of external providers eg weedspray contractor, training providers, litter fines etc

10. To undertake such other duties and responsibilities of an equivalent nature as may be determined by the Health and Safety Advisor or Senior Officers in view of the developing nature of the service.
11. To be involved in training, recruitment and meeting processes to support the service Manager.



	Structure


[image: image1]

	Special Knowledge Requirement. Will be used for shortlisting.

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Government’s ‘Fluency in English Duty’ for posts where employees speak directly to members of the public, the post holder is required to meet the ‘Advanced’ threshold level as the post requires a greater level of sensitive interaction with the public. The person will need to demonstrate during the interview that:

a) they can express themselves fluently and spontaneously, almost effortlessly and

b) only the requirement to explain difficult concepts hinders a natural, smooth flow of language.
	X

	Must be highly computer literate and able to effectively use a range of complex IT packages relating to data processing systems, observing data protection and information security principles at all times
	X

	Ability to adopt a process of continual improvement, including a demonstrable interest in new technological developments, and to have suggested ways of working more efficiently and effectively to improve service delivery
	X

	Carries out a variety of working practices and applies complex regulations, rules and procedures and operational processes across a highly technical/specialist area 
	X

	Ability to understand how to use, analyse and interpret complex data/information and to communicate information in an appropriate format for many different audiences
	X

	Demonstrates the ability communicate and support, develop and mentor staff and officers at various levels to use specialist computer applications and provide technical support
	X

	Ability to make sound judgements in respect of highly confidential or sensitive information
	X

	Demonstrate the ability to work on own initiative and to prioritise and manage own workload
	X


	Relevant experience requirement to be used at the interview stage

	Experience of managing complex data and information systems, including experience of on the ground operations data analysis and producing reports relevant to the target audience.

	Relevant professional qualifications requirement to be used at the interview stage

	Educated to NVQ Level 3 or at experience as outlined above and must have high level literacy and numeracy skills which will be tested at interview. 

	Core Employee competencies to be used at the interview stage

	Carries Out Performance Management - covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self-effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  

	Management Competencies: to be used at the interview stage. 

	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions: 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.

Must be able to drive and work occasional evenings weekends in line with the needs of the service  

	Special Conditions: 

	None.

	Compiled by: DF
Date: Sept 2018
	Grade Assessment 
Date: tbc

	Post Grade:
tbc


Assistant Director


Waste, Environment, Fleet and Licensing 





Parks and Street Cleansing Service Manager





Performance and Service Improvement Officer








