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· Job title: Assistant Director –Operations, Governance and Standards 
· Grade: SM6
· Business area: Education, Work and Skills
· Reporting line: Director, Education, Work and Skills
· Team: Directorate Operations and Standards
Job Purpose
The Assistant Director provides senior leadership for how the Education, Work and Skills directorate operates, with clear accountability for organisational grip, governance, planning, performance infrastructure and assurance.
The postholder is accountable for establishing and overseeing the frameworks, standards and disciplines that enable effective delivery across the directorate. This includes operating model design, governance, financial stewardship, planning, PMO, risk, assurance, organisational design and continuous improvement.
Operating across complex corporate, political and partnership environments, the role ensures the directorate has the structures, controls, capability and insight required to operate effectively, manage resources well and deliver within agreed governance and assurance arrangements.
Key working relationships
· Mayor & elected members 
· GMCA Senior Leadership Team
· Education, Work and Skills portfolio leads across the 10 Local Authorities (including Lead Chief Executives)
· Assistant Directors / Directors across GMCA directorates
· National government departments, agencies and regulators (where relevant)
· Education providers, employers, private sector and VCSE partners 
· Corporate, finance, governance, legal, HR and assurance leads across GMCA and partner organisations
Key Responsibilities
1. 1. Operating Model, Governance and Assurance
· Accountable for the operating model, governance frameworks and assurance arrangements that support effective delivery across Education, Work and Skills
· Ensure clear governance, decision-making routes, escalation processes and controls are in place across the directorate
· Oversee risk, assurance and compliance arrangements, ensuring issues are identified, escalated and managed effectively
· Provide organisational grip and assurance to the Director and Executive Director on how the directorate is operating
2. Planning, PMO and Performance Infrastructure
· Lead the planning and PMO disciplines that underpin delivery across the directorate, ensuring priorities, milestones, dependencies and reporting are clear
· Own the performance infrastructure used to monitor progress, risks, resource use and delivery confidence across the portfolio
· Ensure reporting frameworks support timely decision-making, assurance and intervention where required
3. Financial Stewardship and Resource Planning
· Lead financial planning, oversight and stewardship arrangements across the directorate, ensuring strong control, transparency and value for money
· Work with finance and programme leads to ensure resources are aligned to priorities, risks are understood and financial implications are managed proactively
· Provide senior advice and assurance on affordability, investment choices and financial sustainability
4. Organisational Design, Capability and Standards
· Lead organisational design and continuous improvement activity to ensure the directorate is structured and resourced effectively
· Set and maintain consistent operating standards, management disciplines and ways of working across Education, Work and Skills
· Ensure capability, capacity and workforce planning are aligned to strategic priorities and delivery requirements
5. Governance Insight, Reporting and Organisational Performance
· Ensure high-quality reporting, insight and assurance on how the directorate is performing, including progress, risks, controls and organisational health
· Use data, evidence and management information to identify issues, drive improvement and strengthen decision-making
· Maintain clear visibility of organisational performance, intervening where grip, standards or delivery confidence need to be strengthened
6. Corporate, Statutory and Funding Frameworks
· Ensure the directorate operates within relevant statutory, corporate, financial, governance and funding frameworks
· Maintain oversight of compliance requirements, audit recommendations and assurance actions, ensuring these are addressed effectively
· Provide specialist leadership on public sector governance, funding conditions and assurance expectations
7. Corporate Influence and Strategic Alignment
· Represent Education, Work and Skills in corporate forums, helping shape wider organisational approaches to governance, planning, assurance and continuous improvement
· Work across GMCA and partner systems to align organisational frameworks, improve consistency and reduce duplication
· Ensure directorate arrangements remain aligned to wider GMCA priorities, expectations and ways of working
8. Stakeholder Leadership and Organisational Confidence
· Build trusted relationships with senior leaders, corporate services and partners to create confidence in how the directorate is managed and governed
· Provide confident advice, challenge and assurance to support sound decision-making and effective organisational management
· Influence others to adopt consistent standards, stronger controls and more effective operating disciplines
9. Risk, Assurance and Continuous Improvement
· Lead the directorate approach to risk management, assurance and continuous improvement, ensuring learning is acted on and controls remain effective
· Identify structural, governance or performance risks that could affect delivery confidence, compliance or organisational resilience
· Ensure assurance findings, reviews and improvement actions are translated into strengthened practice and operating disciplines
10. Leadership, People and Resources
· Lead senior teams across governance, planning, performance, PMO and related functions, creating clarity, pace and accountability
· Ensure effective deployment of people, funding and capacity to strengthen organisational grip, assurance and value for money
· Build capability and a culture of professionalism, collaboration, consistency and continuous improvement across the directorate

General

1. To always hold yourself and others to a high standard of professionalism, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.
2. Working with other teams internally and externally collaboration is maximised and supporting on activity where appropriate.
3. Ensure the services delivered internally and externally are inclusive and accessible.
4. To align work area to the Sustainability Strategy and ensure work practices are inclusive of this value & strategic intent. 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Essential Knowledge & Experience
· Extensive senior leadership experience in complex public sector or partnership environments, with a strong track record of delivering strategic and operational outcomes.
· Proven ability to lead across multi-partner systems and organisational boundaries, influencing delivery, performance and outcomes without direct authority.
· Experience of designing and implementing operating models, governance arrangements or organisational frameworks in complex settings.
· High political awareness, with experience of advising senior leaders, elected members and partners in a political environment.
· Strong experience of planning, PMO, performance infrastructure, assurance or business management functions at senior level.
· Demonstrable experience of financial stewardship, resource planning, risk management and value-for-money oversight within a public sector context.
· Strong understanding of public sector governance, statutory responsibilities, assurance requirements and funding frameworks.
· Experience of building effective partnerships across public, voluntary, community and private sectors to secure shared delivery.
· Understanding of equalities, inclusion and social value within an education, work and skills context.

Desirable knowledge and experience
· Degree-level qualification, relevant professional qualification or equivalent experience, with evidence of continued professional development.
· Leadership and management qualification or equivalent senior leadership experience.
· Experience of influencing national policy, contributing to system reform or shaping funding and delivery frameworks.


Essential Skills, Values & Behaviours
· Exercises strong professional judgement, proactively identifying, managing and mitigating strategic and organisational risks in high-accountability environments
· Strong financial, governance and organisational awareness, including oversight of budgets, controls, assurance arrangements and value for money
· Communicates complex governance, performance and organisational issues clearly and persuasively to executive, political and partner audiences
· Collaboration
· Builds strong, trusted relationships across GMCA, districts, partners and stakeholders to enable shared ownership and delivery of system-wide outcomes
· Works across organisational and sector boundaries, aligning priorities and resolving dependencies to achieve collective impact
· Empowerment
· Creates an environment where individuals and teams are empowered to take ownership, make decisions and deliver at pace within clear frameworks
· Develops leadership capability and builds confidence at all levels, enabling others to perform at their best
· Encourages constructive challenge and diverse perspectives to strengthen decision-making and improve outcomes
· Delivery
· Sets clear expectations and direction, maintaining focus on outcomes, pace and impact across complex delivery environments
· Holds self and others to account for performance, ensuring delivery against agreed priorities and standards
· Uses data, insight and learning to drive continuous improvement, manage risk and maximise value for money

FOR ROLES EXEMPT FROM THE REHABILITATION OF OFFENDERS ACT:
This role is exempt from the Rehabilitation of Offenders Act (1974) and will require disclosure of all convictions including those considered spent under the Act. The role holder will be subject to an Enhanced level check by the Disclosure & Barring Service.

FOR POLITICALLY RESTRICTED POSTS:
This post is a politically restricted post, as defined by the Local Government and Housing Act 1989 (as amended by Section 30 of the Local Democracy, Economic Development and Construction Act 2009) on one of the following grounds:
· the post is that of a Chief Officer or Deputy Chief Officer or
· the post has delegated powers to discharge the functions of the Authority; or
· the duties associated with the post include giving advice on a regular basis to the Authority, to Committees or Sub-Committees of the Authority (including member panels, Sub-Committees etc.) or to joint committees on which the Authority is represented or give advice to Executive Members, Committees or speak to the media.
The post holder has a right to appeal to the GMCA Chief Executive against the classification of their post as politically restricted.

Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
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