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	Role Title
	Opportunities Programme Manager

	Job Family
	Employment Business and Skills
Business Growth and Opportunities team

	Competency Level
	Principal Officer/Manager

	Pay Scale
	PO7

	Purpose

	· To lead, oversee and coordinate the Opportunities Management function as well as develop a strategic coordinated approach to engaging businesses and employers in conjunction with the Business Growth Team
· To lead engagement with businesses, voluntary sector and council services to establish a pipeline of opportunities for residents. 
· To strategically manage, develop, organise and control a professional service area ensuring the delivery of the service meets all Council, professional and legislative requirements.

· To develop and implement marketing and promotional strategies to attract businesses, voluntary sector and public sector as well as gathering employer and business intelligence. CRM for managing business engagements

	Generic Accountabilities
	End Results/Outcomes

	Plan and ensure service delivery within a diverse environment. Control activities within the service area and ensure professional standards are delivered.
	The service is delivered to the quality, Council, professional and legislative standards required.
Integrated service development and delivery is informed by client, partner and stakeholder views, latest thinking, good practice and legislative requirements.
Corporate strategies are effectively implemented within area of responsibility.

Service delivers excellent customer service.

	Advise Senior Managers, Members and others on issues relevant to the service area. Provide professional challenge and advice to colleagues, managers and partner organisations.
	Expert professional advice, interpretation, information, support and challenge are provided to Waltham Forest and external parties on the full range of operational, legislative and strategic issues within the field of expertise.

Responses to major corporate or partner initiatives / complex operational issues are managed effectively.

Major issues are managed through to a satisfactory conclusion with final decisions being made by Head of Service/Senior Management.

Feedback and complaints procedures are developed and managed. Complaints are effectively resolved.

	Ensure the development and delivery of continuous improvements in all aspects of the service.
	Improvements are developed and delivered effectively.

Stakeholder requirements are met.

	Lead, motivate and develop staff to create and maintain a highly competent and participative workforce.
	Instrumental in ensuring a workforce development strategy is designed and delivered, including induction of new staff.

The team is highly competent, effective, motivated and outcomes focussed. 
Recruitment, induction, development, performance reviews, employee relations and all HR processes and planning is completed to the required standards and timescales.
Effective team meetings take place to required timescales.
Regular supervision is undertaken and clear objectives set and monitored through the Council’s Appraisal process.

	Identify, secure, deploy and manage the resources necessary for the professional service area to meet/exceed its objectives.
	Resources including, equipment, people, and systems are utilised optimally and efficiently.
Budgets are planned, developed and delivered. Value for money is maximised.
Financial expenditure and financial integrity are controlled to assure regulatory and Council policy compliance.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.
Evidence based recommendations are made.

	Ensure the successful implementation of health and safety legislation, policies and practices.
	Risks to staff and others are assessed and managed.
Suitable health and safety instruction and training are provided.
There is a safe working environment.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Job-specific Accountabilities
	End Results/Outcomes

	Oversee a programme  business/employer engagement to generate employment opportunities for residents and growth for businesses. Leveraging the councils social value, planning commitments with contractors, suppliers and developers.
	Effective mechanisms are developed for employer engagement and enabling employers to access information on the service and register their opportunities. 

	Design and develop processes to engage businesses employers and capture insights and inform the development of a CRM, business support offer and opportunities pipeline for residents
	Business and employer needs are captured
CRM developed 

Appropriate referral routes and projects developed

Monthly employer and business engagement data produced

	Work with Performance and Programme team to research and analyse business and labour market trends and report to inform directorate plans and projects
	Monthly business and labour insights report produced

	Develop and implement marketing and promotional strategies to allow businesses, voluntary sector, public sector to access opportunities and business support offer
	A coordinated approach to the generation of opportunities to support our business and jobs recovery plans 

Effective promotional material, relevant events and briefings are prepared to support a range of regional, national and international initiatives.

The Council is represented at key events.

The Council promotes a coherent, consistent and compelling story/offer to guide and influence inward investment in line with the Council’s vision.

	Lead the development and co-ordination of the council’s employer, business and sector networks across the borough and represent the Council at external networks
	Annual networking programme designed and delivered

	To support the Directorate and Council to influence, guide and shape the council’s ‘Connecting people with jobs’ agenda
	The Council can rapidly draw together innovative packages that can integrate land, funding, partnerships etc. that facilitate the attraction of key investors to the Borough.



	To lead the directorate in developing a strategic coordinated approach to engaging employers. 
	Links are established across Economic Growth and Housing Delivery and wider council departments

	Nature of Contacts


	Frequent contact with Directors, Heads of Service, and senior representatives from external organisations in both the public and private sector, providing expert advice, guidance and support on complex issues.
Manage relationships with key stakeholders and delivery partners including negotiation of complex political issues / contractual agreements / amendments. 
High levels of tact, sensitivity and diplomacy is required.
Manage difficult customers / stakeholders, with escalated issues and deal with challenging situations, which involve significant persuasion, negotiation and influencing skills.
Lead the development of effective working relationships with external organisations including: MCHLG, DWP, GLA, LLDC, Local London etc.

Represent and negotiate on behalf of the Directorate or the Council at meetings with local or regional bodies.


	Procedural Context



	Work within a policy framework and regulatory guidelines, applying knowledge of systems, procedures and best practice. Work to broad managerial direction, within a policy framework and regulatory guidelines, to ensure performance standards are met within a framework of policy and legislation.
Control the deployment and allocation of service resources within overall corporate and legislative framework. Accountable for the performance of the service area against agreed objectives.  Develop service plan for area of responsibility and contribute to term wider service planning. Professionally accountable for interventions within area of responsibility. 

Manage complex issues within a framework of policy and procedures. Creative and innovative problem solving of complex issues, often in situations where there is ambiguity and a significant degree of judgement is required in relation to risks outside the remit of existing policy. Think and act strategically in decision making in a complex professional and political environment.  

Development of policies and procedures and strategy for own area. Lead in partnership development, working with a range of agencies and extended services to meet strategic, legislative and Government policy requirements.

The post will be expected to work from a variety of locations.
Post holder will oversee operational decisions. 

Post holder will normally report into Head of Service.

	Key Facts and Figures

	Delegated responsibility for project budgets.

Monitoring and controlling major financial transactions /information.

Effectively control significant budgets / resources.

Manage teams of staff.


	Resourcing

Budget Responsibilities: Operational and externally funded programmes for the Opportunities Team of up to £500K
Supervisory Responsibilities: Responsible the Opportunities team of 7 Officers 


	Knowledge, Skills and Experience

	Significant experience of project and programme management in the context of employer engagement, business growth and economic regeneration, contributing to achievement of strategic priorities and outcomes for business working to time, budget and quality 

Experience in managing and leading a project team and encouraging them to meet personal and organisational objectives.

Experience of managing a mixed and varied workload of conflicting priorities responding effectively to the needs of all stakeholders.

Experience of report writing and communications for a variety of audiences, demonstrating numeracy and literacy, and applying expert knowledge.

Experience in dealing with a range of complex and contentious matters requiring a consistently high degree of persuasion and advocacy and an awareness of major policy objectives.

Ability to manage resources and co-ordinate work carried out by different people and organisations.

Ability to be decisive and work well under pressure.

Ability to operate and empathise with stakeholders and project teams to influence and gain commitment to objectives.

Excellent written and verbal communication skills, presentation skills, IT skills

Ability to work autonomously to meet the objectives of the organisation.

	Indicative qualifications

Educated to degree level or equivalent standard

	


The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities that may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.


