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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Policy Officer

	Directorate:  
	Children’s Services
	Division/Section: 
	Children’s Practice Hub

	Grade:  

	6
	JE Reference:
	9851


	Job Purpose:

To ensure policy relating to Children’s social care is adequately developed, maintained and recorded in line with statutory requirements, and reflects integrated partnership arrangements.
Ensuring that new and emerging intiatives, including case law, practice and legislative changes, are adequately reflected in strategy and policy for the delivery of Children’s social care services.




	Key responsibilities
To support the Quality and Performance Manager in the delivery of statutory information governance compliance, audit, IT infrastructures and systems and quality assurance, ensuring policies and practices adhere to legislative requirements and frameworks.
To monitor policy, legislative, case law and other developments relevant to Children’s social care and the delivery of operational services and identify any implications for the organisation.

To undertake research and provide background briefings and other relevant information for elected members, senior managers and external organisations on policy and strategy implications for Children’s social care.

Ensure robust quality assurance and monitoring mechanisms are in place for the management of existing policies, strategies and procedures relating to operational service delivery.

Ensure effective stakeholder engagement in the development of policy and strategy to ensure that theoretical strategy reflects practice requirements.

Produce briefings, reports, consultation documents, Council and Committee papers, material for the website and intranet, and other documents as required.

Develop and implement effective annual review mechanisms for existing policies, procedures and strategies, ensuring wider engagement and review with key stakeholders.
Ensure appropriate communication and promotion of revised, new or updated policies and strategies to key stakeholders as part of the strategy development process.

Provide specialist technical advice, guidance and support to staff, clients, Council officers and others, regarding policy and strategy development pertaining to Children’s social care services.
Support Senior Managers within the directorate, the council and partner agencies to develop joint strategy and policy protocols which reflect the changing landscape of service delivery at a local, regional or national level.
Ensure active engagement and participation to key programmes of change where strategy and policy will be fundamental to effective implementation, ensuring appropriate guidance, advice and support to key stakeholders.
Ensure effective relationships are developed and maintained with stakeholders across Children’s social care including internal stakeholders, providers and customers.
To represent Oldham at regional and national meetings and on relevant work streams.

Standard Duties:

To actively promote the equalities and diversity agenda in the workplace and in service delivery.

To uphold and implement policies and procedures of the council and directorate including customer care and health and safety policies.

To undertake continuous professional development (CPD) and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures, and to ensure that members of the service are informed appropriately. 

Undertake any additional duties commensurate with the level of the post.



	Contacts:

Colleagues with own team, and the rest of the Council, internal and external customers including the public, partner organisations, for example; the NHS and care providers.



	Relationship To Other Posts In The Department:



	Responsible to:  

	Quality and Performance Manager

	Responsible for:
	None


	Special Conditions:

DBS disclosure – enhanced 
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PERSON SPECIFICATION

Job Title:  Policy Officer
	
	Selection criteria 
(Essential)
	Selection criteria 
(Desirable)
	How Assessed*

	Education & Qualifications
	Appropriate degree, professional qualifications, or equivalent experience in a relevant social care, social science or a carer’s related discipline.

Evidence of continued professional and personal development.

	
	AF/I
AF/I


	Experience

	Substantial experience of strategy and/or policy development and identification of implications of developments on service delivery
Experience of working in an environment focussed on achieving positive outcomes for children    
Experience of working in project/programme environments to achieve positive outcomes and improve service delivery through development of policy and procedures
Experience of simultaneously managing a range of projects with competing demands.

Experience of analysing and interpreting complex legislative, strategy and policy implications.
	
	AF/I 

AF/I 

AF/I
AF/I

AF/I



	Skills & Abilities
	Excellent verbal and written communication skills, including the ability to explain complex information clearly and concisely in a manner appropriate to the audience.

Ability to establish positive working relationships with a range of people at different levels within the council and with partners including with elected members.

Proven ability to produce detailed and accurate work within deadlines.

Ability to work as a team and on own initiative, determining priorities and meeting important deadlines over the short, medium and long term on complex and potentially contentious projects.

Prioritise competing tasks effectively ensuring delivery of all key work areas to appropriate timescales.

Ability to think strategically and to creatively resolve problems

Ability to utilise IT software and systems effectively within both an office environment (MS Office, Word, Excel, PowerPoint) and for specialist BI and information purposes (CorVu, GI systems).
	
	AF/I

AF/I

AF/I

AF/I
AF/I

AF/I

AF/I



	Knowledge
	Substantial knowledge and experience of the importance of strategy, policy and procedures to inform service delivery
Significant knowledge and understanding of the workings of public sector organisations, in particular Children’s social care, including their legal, financial, social and political context, political processes and the current issues faced in a multi-cultural area

Knowledge of project management techniques and their application in a business context

Detailed understanding of the financial, political and policy issues, pressures and challenges facing public sector services both operationally and strategically


	
	AF/I

AF/I

AF/I

AF/I



	Work Circumstances

	Willing to work flexibly to meet the demands of the service 
Willing on occasions to work outside normal office hours 
	
	AF 
AF



Abbreviations: AF = Application Form; I = Interview; T = Test; R = References;
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview

�





�








