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Job Description

DEPARTMENT:		Business Support - SS&W

POST:			Lead Projects & Access to Information Officer

GRADE OF POST:		Grade 09

RESPONSIBLE TO:	Improvement & Performance Manager

JOB PURPOSE:	

Play a lead role in managing, supporting, and representing the Directorate in all matters relating to:
	
· the Directorates property, asset management, and office accommodation requirements.
· the Directorate health and safety responsibilities by developing and maintaining robust systems to deliver and monitor health and safety across the Directorate.
· the management of Directorate responses to Freedom of Information requests and Subject Access Requests in line with UK GDPR regulations.
· the management of the permanent recruitment process on behalf of the Directorate.
· and the management and authorisation of petty cash and other payments as required. 

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· The day-to-day line management of the Directorate Support Officer (DSA Annex C), Directorate Projects Support Officer, and Business Administration Apprentice including the completion of staff induction, supervision, and appraisals.
· Contribute to the development of the Council’s asset management plan by leading and co-ordinating projects in relation to the Directorate’s minor/major capital schemes including the monitoring of these works.
· Responsible for the co-ordination and project management of unplanned / emergency building works.
· Management oversight of the auditing and validation of the Bus Services Support Grant Claim. Liaising with the South East Wales Region Board relating to changes in the terms and conditions of the grant. Liaising with Audit to validate claims, for income generation of approximately £30K per annum.
· Representing the Directorate on a range of Corporate groups including the Health and Safety Steering group and the corporate property group.
· Ensuring the Directorate’s health and safety legislative requirements are met, including maintenance of the risk register and accident reporting.
· Provide support and assist with service investigations into health and safety and accident matters to ensure service responses and remedial action is put in place as necessary.
· Work with colleagues in the Corporate Health and Safety Team to ensure managers and staff within the service receive the correct support and advice in a range of topics including manual handling training, conflict management training, driver training programme etc.
· Work with colleagues in the Corporate Health and Safety Team to ensure the Directorate fulfils its role in developing systems to take action to manage risk to ensure it meets its Health and Safety requirements.
· [bookmark: _Hlk161826946]Authorisation of the administration of the provision of petty cash expenditure approximately £360K per annum.
· Processing of business cases to request ICT equipment, on behalf of directorate staff; including business cases relating to Access to Work requests which must be co-ordinated within agreed timescales.
· Management of Directorate responses to Freedom of Information requests and Subject Access Requests within legislative timescales which includes the handling of highly sensitive confidential and personal social care records and case files.
· Management oversight of requests for information from key partners, other local authorities, and other directorates across the Council. This includes third party material requests from partner agencies and the co-ordination of file viewings.
· Support the Group Manager, Business Strategy, Performance & Improvement with the co-ordination of the Directorate’s Business Continuity and Emergency Plans.
· Management oversight of the Directorate’s permanent recruitment process; ensuring administrative support for key functions of the process.
· [bookmark: _Hlk166590215]Work collaboratively with the Compliments and Complaints Resolution Manager and the Team Lead, Strategic Support to ensure relevant administrative support across the Directorate’s Support Unit as required.
· Ensure all relevant systems and processes are regularly reviewed and maintained to ensure accuracy of information and data.


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.
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Person Specification
Lead Projects & Access to Information 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.
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training
	· A degree in a relevant subject area or an ability to demonstrate competence through experience.
	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Knowledge of legislation under which Social Services is delivered and Health & Safety legislation.
	Yes
	Interview, application form and selection process.

	
	· Knowledge of internal and external procedures relating to the work of the Directorate.
	
	

	
	· Experience of fact-finding and collating information and detail.
	Yes
	

	
	· Practical experience of ICT systems and databases.
	Yes
	

	
	· Experience of data analysis and production of reports.
	Yes
	

	
	· Experience of managing competing priorities.
	
	

	
	· Experience of working in a local government environment.
	Yes
	

	
	· Experience of being involved in organisational change.
	
	

	
	· Experience of working effectively with partners.
	
	

	
	· Experience of managing confidential and sensitive information.
	
	

	
	· Knowledge of the General Data Protection Regulation (GDPR).
	Yes
	

	Skills & Personal Qualities
	· Excellent written and oral communication skills.
	Yes
	Interview, application form, and selection process.

	
	· Sound judgement and decision making skills.
	
	

	
	· Ability to analyse and develop innovative solutions.
	Yes
	

	
	· Excellent interpersonal, organisational and IT skills.
	
	

	
	· An ability to obtain, analyse and interpret information and detail.
	Yes
	.

	
	· Ability to gain the confidence of others.
	Yes
	

	Skills & Personal Qualities
(continued) 
	· Ability to form constructive and 
effective working relationships with a range of internal colleagues and external partners.
	Yes
	Interview, application form, and selection process

	
	· Ability to define and achieve targets.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
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