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	Reports to:
	Head of Service
	

	Employee Management:
	1 manager
18 employees
	Grade:
	10
	Profile Ref:
	91449

	Purpose of the Post

	The post holder will take a lead role on the co-ordination and delivery of commissioning or procurement activities, the performance of major contracts and the delivery of major service re-design and improvement projects. The post holder will also contribute to the creation of key strategies and policies.

	Responsibilities

	· To play a key role in commercial and operations support services management team to ensure that strategic, tactical and operational objectives are achieved within the service area.

· Develop and maintain knowledge of local and national regulations, policies and procedures which have implications for service delivery, to satisfy internal and external demands.

· Responsible for developing and implementing a forward plan of work that contributes to the work of the service area, ensuring appropriate objectives are achieved.

· To be responsible for the accurate forecasting of budget and the calculation and timely processing of financial information maintaining controls in accordance with legislation and procedures.

· To act as the authorities lead on the commissioning of or bespoke procurement activities relating to waste and recycling. Ensuring programmes deliver value for money in accordance with regulations.  

· To play a key role in the management and leadership of a team of employees, providing direction and co-ordination of workloads, support and guidance, dealing with recruitment, motivation, training, welfare and discipline issues as appropriate

· Lead on resolving complex queries, issues and disputes, ensuring a seamless service and ensuring the highest level of customer service, including dealing with complaints and difficult customers.

· To lead on the identification and implementation of service improvements utilising project and change management techniques to ensure timely delivery of improvements in line with the objectives and timescales of the service.

· Contribute to the development of service strategies, policies and forward planning short term and long Term.

· Undertake accurate calculation and timely processing of financial information, maintaining controls in accordance with legislation and procedures, ensuring information is stored accurately, appropriately and confidentially, minimising fraud and overpayments

· Proactively liaise, negotiate, influence and collaborate with internal and external stakeholders including Area Councils, councillors, managers, employees and members of the public and partnership agencies.

· Undertake performance management and complex data analysis and interpretation, promoting quality practice and service delivery, ensuring continuous improvement, ensuring information is fit for purpose and highlights area for improvement
· To be responsible for the management of all procedural and data specific elements of managed contracts in line with their individual contract conditions, performance targets and budgets including breaches of contract.
· To be responsible for the Business Continuity Plans in relation to the services and contracts managed by the post holder are fit for purpose and are reviewed annually.

· Ensure adherence to agreed contract specifications, agreed method statements, risk assessments or other health & safety requirements.

	Education and Training
	Measure
	Rank

	· Level 6  In a relevant area
	A/I
	E

	· Willingness to undertake the Councils internal Leadership Programme
	A/I
	E

	· Waste, recycling or waste management qualification.
	A/I
	D

	· Project Management qualification – prince 2 or equivalent
	A/I
	D

	Relevant Experience
	Measure
	Rank

	· Experience in procuring or managing large contracts 
	A/I
	E

	· Experience in policy and procedure formulation and implementation.
	A/I
	E

	· Experience in performance management, setting targets, plans and monitoring performance.
	A/I
	E

	· Experience in the key principles of contract management, contract law and procurement.
	A/I
	E

	· Experience of budget management and financial forecasting including data analysis and evaluation.
	A/I
	E

	· Experience of managing multiple services or teams.
	A/I
	E

	· Considerable experience of providing specialist advice and guidance to managers at all levels of seniority, elected members, external agencies and other forums on a regular basis.
	A/I


	E



	· Experience working within waste management, or waste environment.
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of local and national strategies, policies and legislation relevant to  waste and recycling.
	A/I
	E

	· Working knowledge of Microsoft applications.
	A/I
	E

	· Knowledge of the pressures facing local government.
	A/I
	E

	· Knowledge of systems and procedures necessary for the effective management of managed contracts.
	A/I
	E

	· Knowledge of best practise with regards to Customer Service
	A/I
	E

	· Knowledge of website design and other communication channels and practises
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Excellent communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders
	A/I
	E

	· Excellent contract and account management skills, including data analysis and evaluation skills.
	A/I
	E

	· Ability to work at senior levels within an organisation and partnership agreements, sometimes in areas of tension and conflict.
	A/I
	E

	· Strong organisation and time management skills with the ability to work under pressure, being self-motivated and able to use own initiative under minimal supervision.
	A/I


	E



	· Excellent leadership skills and the ability to increase employee motivation and productivity.
	A/I
	E

	· Ability to organise and define a clear scope of work for external providers and manage numerous commissions in tandem, prioritising conflicting workloads.
	A/I


	E



	· Excellent verbal, presentation and written communications skills including the ability to produce quality documentation including reports ensuring they are suitable for particular audiences.
	A/I
	E

	· Ability to apply creative skills to develop innovative service improvements.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's visions, priorities, values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


