

	


OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	Strategy and Improvement Co-ordinator

	Directorate:  
	People Services
	Division/Section: 

	Children's Social Care, Family Connect and Commissioning & Partnerships

	Grade:  

	6
	JE Reference:
	9840




	Job Purpose


	
To assist and deliver the work of Children’s Services transformation and improvement programmes so that it meets the emerging business needs and positively impacts across the Council at Senior Officer and Member level; helping to make the Children’s Services strategic agendas a reality.

To assist in the delivery of key transformation and improvement activity, managing small projects, researching and collating information and contributing to and producing briefings, presentations, speeches and other materials to support internal stakeholders. Taking responsibility for managing some transformation and business as usual projects with guidance from colleagues 


	Key Tasks


	
To deliver tracking tools which show progress across transformation and improvement programmes in Children’s Services providing information about issues, opportunities and threats that need to be addressed to ensure the programmes deliver on time and to specification. These tools will need to recognise that projects and programmes are different, but all will need careful monitoring. 

Undertake a wide range of project management tasks at all stages of the project lifecycle, including:

· Investigatory work and research to contribute to the development of business cases
· Support the production and updates of all project related documentation
· Set up and support programme and project governance arrangements
· Engage with stakeholders
· Produce regular project summaries/reports
· Forecasting of resources and costs
· Interpret and report on complex data to support delivery of projects
· Support project governance activities
· Review and challenge of work of others to support robustness and effectiveness of projects
· Produce and review materials for presentation and other communication materials, and adding additional context
· Monitor progress of work delegated to others, reporting/escalating to programme managers, and making assessments as necessary
· Support the evaluation of project progress, adjusting timelines as appropriate
· Making provision for embedding new working practices and their long term effectiveness

Manage and deliver small task and finish projects as commissioned.

To arrange and facilitate group sessions where options are discussed in line with programme and project timelines





	Standard Duties:


	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.





	Contacts: 

Chief Executive, Executive Directors, Senior Officers and other staff across the Council, Council Leader, Elected Members, Strategic Partners, Community and Voluntary Groups, Central Government, GMCA, other Councils, members of the public, Voluntary, Community and Faith Sectors, and other relevant external organisations and businesses
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	Relationship To Other Posts In The Department:


	Responsible to:  

	Strategy and Improvement Manager

	Responsible for:
	N/A



	Special Conditions:  

None




	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
· We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	
We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.





	
	DATE
	NAME
	POST TITLE

	Prepared
	August 2019
	Julia Veal
	

	Reviewed
	August 2019
	Stephen Keogh
	

	Reviewed
	February 2023
	Sheila Garara
	Head of Strategy and Business Services



OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title:    Strategy and Improvement Co-ordinator

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Degree level education or equivalent experience 
	PRINCE2, MSP or equivalent 
	AF

	
Experience

	Experience of working to assist and deliver a range of programmes and projects including the setting up of Programme/ Project dashboards to track progress

Experience of undertaking research, investigating information, producing reports and formatting data which can be understood by a range of audiences 

Experience of supporting key business planning improvement activity including analysing and interpreting information, data and intelligence to identify patterns and trends

Experience in motivating staff and overseeing work undertaken to ensure it is completed to deadlines and required quality standards

Experience of process mapping revising or introducing office systems or procedures for efficiency


	Experience of working in a Children’s Services environment
	AF/ I





AF/I




AF/I







AF/I




AF/I


	
Skills & Abilities

	Developed oral and written communication skills, explaining complex information clearly and concisely, appropriate to the audience with accuracy and attention to detail

Interpersonal skills to engage with a broad range of stake holders, including senior managers, persuading and challenging others to maintain effective working practices, influencing senior decision makers and positively promoting organisational reputation and interests

Good organisation skills with ability to plan and prioritise workload and support others with their priorities, to meet potentially conflicting deadlines, while appropriate quality standards

Analytical skills to investigate and interpret complex information and situations, draw logical and reasoned conclusions and make recommendations for action

Initiative to make confident decisions without direct line management and to take a creative approach to problem solving

ICT skills to use a wide range of software packages, including word processing, spreadsheets, databases, financial management systems


	

	AF/I





AF/I








AF/I





AF/I





AF/I




AF/I


	
Knowledge

	Knowledge of the types of activities undertaken within local government to provide a range of different services for its customers, in particular Children’s Services and an understanding of the pressures and challenges on local authorities in delivering them

Knowledge of data protection and why information should be kept confidential.

Knowledge and understanding of the politically sensitive environment in which local authorities operate

An awareness of the obligations of the Council and its officers with respect to accountability and assuring value for money

Knowledge and understanding of project management techniques


	
	AF/I








AF/I



AF/I



AF/I




AF/I



	
Work Circumstances

	
Willing to work flexibly to meet the needs of the service including at different locations
Willing on occasions to work outside normal office hours

	
	
      AF/I


AF/I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, those who are aged 24 or under and have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.

