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Job Description

DEPARTMENT:	Business Systems and Support

POST:	Business Planning and Performance Officer

GRADE OF POST:	GR09

RESPONSIBLE TO:	Business Systems and Support Manager

JOB PURPOSE:	
This post will lead support for the Education, Early Years and Young People Directorate’s business planning, self-evaluation, business continuity and performance management arrangements. This post holder will also be responsible for the accurate, relevant and timely preparation of information and data used to support business planning, delivery and improvement.  

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Support managers, teams and services in the development of business plans and strategy to ensure coherence and effectiveness of service provision.
· Develop and deliver the information and processes required to meet the needs of the directorate, in particular, the delivery of robust performance management systems, business planning processes, Corporate Performance Assessment, and self-evaluation.
· Preparation, collation and delivery of quarterly self-evaluation reviews, Corporate Performance Assessments and reports for Scrutiny Committees.
· Lead the preparation and reporting of data for statutory and other returns and performance indicators to senior officers, elected members and regulators (for example, Estyn).
· Identify data requirements and opportunities for improved working arrangements to support service improvement and work with service managers to ensure that performance management data is robust and used effectively.
· Manage the collation of information for resilience planning and business continuity purposes for the Directorate.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.




Person Specification

Business Planning and Performance Officer 
The following attributes represent the range of skills, abilities and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training


	· QCF (NVQ) Level 4 Diploma or equivalent in a relevant subject (for example, Business 
Administration); or an ability to           demonstrate competence through experience.

	Yes
	Production of original Qualification Certificates and application form. 

	
	· Evidence of competence in written communication and use of number.

	Yes
	

	
	· Evidence of ICT competence in data collection, storage and manipulation.
	Yes
	

	Knowledge & Experience
	· Experience of leading a data-rich function in a relevant service area (for example, schools/education).

	Yes
	Interview, application form, and selection process.

	
	· Significant experience of leading the delivery of data from information management systems to support self-evaluation, service improvement, data development, analysis and dissemination.

	Yes
	

	
	· Experience of business planning, performance management and self-evaluation processes.

	Yes
	

	
	· Effective number, written and verbal communication skills. 

	Yes
	

	
	· Experience of staff supervision.
	
	

	Skills & Personal Qualities
	· Excellent general computer skills with the ability to use a variety of packages including Microsoft Word and Excel.

	Yes

	Interview, application form, and selection process.

	
	· Good organisational skills and able to meet deadlines.

	
	

	
	· Ability to take and exercise initiative.

· Ability to form and grow constructive working relationships.

· Resilience and diplomacy under pressure.

· Flexibility and adaptability in a rapidly changing environment. Discretion and integrity.

· It is desirable that you will be able to converse and respond to correspondence with confidence and ease in Welsh.

	Yes






Yes
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