	Reference Number
	MUL079

	Role Title
	Manager I

	Directorate
	Multiple

	Department
	Multiple

	Reports to
	

	
	

	
	



	Role Purpose

	To manage and develop a team (typically either a small team of para-professional/part-qualified staff or a larger team engaged in similar specialised work), 
focused on delivering efficient services to meet well-defined deliverables, whilst ensuring budget management, cost effectiveness and supporting maximum 
financial reward for the Council. This role operates under the direction of a Service Manager.



	Accountabilities

	· Plan, manage and co-ordinate the work of a team to ensure workflow is managed smoothly to meet service demands in an efficient manner.
· Manage, monitor and review the work of a team to make sure processes and procedures are properly implemented and to ensure that the team is 
adhering to and achieving defined objectives and standards.
· Manage a team so that they are supported and enabled to deliver their role to the expected service and conduct standards. This will include 
recruitment, supervision, carrying out training and inductions relating to specialist processes and activities, and undertaking performance 
management activities.
· Act as a technical reference and escalation point for the team, resolving somewhat complex and unforeseen issues, and providing advice and 
guidance on processes and procedures, so that staff are supported in their roles and issues are resolved appropriately.
· Manage small projects that directly impact the service area, in line with project management principles, to ensure that specified objectives and 
project deliverables are delivered on time and to budget.
· Manage a small budget, and/or influence decisions about larger budgets and forecasting, to ensure appropriate resources are available to run 
the team or work area.
· Identify and act upon opportunities for improving working practices, procedures and processes within the team or work area, implementing these 
changes with the operational teams once agreed, to support the continuous improvement of services.
· Contribute to the development and implementation of policies, procedures and service plans to support the continued efficient running of the 
service area.
· Analyse data and produce reports (which may be somewhat complex and ad-hoc) relating to service activity, performance and issues, to inform 
service planning and development.
· Develop and maintain effective relationships and communications with internal and external stakeholders, including other agencies and partners, 
to share information and enable effective collaboration and partnership working.



	Knowledge / Skills / Experience required

	· Degree educated, part-professional qualification, or equivalent experience.
· Comprehensive knowledge of the work practices, processes, procedures and policies relating to the service area.
· Knowledge of all relevant legislation, statutory guidance, national codes and standards.
· Experience of managing staff, including performance management.
· Experience of managing budgets, forecasts, and resources.
· Experience of identifying and implementing process improvements.
· Experience of project management.
· Ability to analyse and interpret data and use this to plan and deliver required outcomes and improvements.
· Ability to plan and integrate related workstreams and projects within defined parameters and objectives.
· Ability to negotiate, influence, resolve conflict and deal with contentious issues appropriately and effectively to achieve required outcomes.



	Dimensions of role

	· The role manages the work of teams within a management hierarchy.
· The role supports operational management to control expenditure and review budgets.
· Planning will typically be focused on weeks and the month ahead, with a need to co-ordinate manage multiple related workstreams or projects 
simultaneously, in addition to having an input into longer-term service plans.



	Notes
	

	Date:
	01/02/2021

	Working Conditions:
	· Working conditions do not have a material impact on the nature of the job, once all reasonable actions 
have been taken to moderate or eliminate them.

	Working Arrangements:
	· No specified working arrangements outside of a normal working pattern.



