policy, PERFORMANCE and communications
Job Description

	JOB TITLE
	Graduate Trainee Officer

	SERVICE UNIT
	Policy, Performance & Communications

	RESPONSIBLE TO
	Policy & Strategy Service Manager

	OBJECTIVES
	Supporting the work of the Policy, Performance & Communications team, helping to drive forward a range of policy, performance & communications work. Undertaking research and writing reports, briefing notes and communications materials to understand and address key issues impacting on the Borough. 

	MAIN DUTIES AND RESPONSIBILITIES

1. To assist in implementing the Unit’s Annual Service Plan as directed by the Head of Policy, Performance & Communications.

2. To undertake research and produce reports, briefing notes, communications materials and other supporting materials 
3. To research and provide information in support of corporate initiatives.

4. To undertake research and analysis, and prepare briefing notes and reports as and when required.
5. To support the active development and promotion of Tameside as a place, generating ideas to take the Borough forward and supporting these ideas with written materials.
6. To contribute to the process of continuous development and improvement of systems necessary for the effective delivery of the Unit’s service.

7. To implement the Council’s Equality and Health and Safety policies.

8. To undertake such job related duties as may be required from time to time which are commensurate with the grade of the post.

9. To deal fairly and openly with colleagues at all times.


policy, PERFORMANCE and communications
PERSON SPECIFICATION

	JOB TITLE
	Graduate Officer

	Service unit
	Policy, Performance & Communications


	1. Qualifications
	

	· Degree or equivalent, gained within the last three years
	E

	2. Key Skills & Knowledge
	

	· Basic understanding of the role of and challenges facing local authorities
	E

	· Understanding of the principles of good project management
	E

	· Ability to analyse, organise and communicate complex information effectively and clearly
	E

	· Ability to write reports and/or briefing notes.
	E

	· Ability to research information on own initiative.
	E

	· Competence in the use of IT and related software 
	E

	· Ability to communicate effectively with people at all levels and from other organisations
	D

	· Knowledge of the application of data analysis and customer research techniques
	D

	3. Key Aptitudes & Personal Qualities
	

	· Self-motivation, organisational skills, and the drive and ability to solve problems
	E

	· Willingness to take responsibility for own work and development
	E

	· Commitment to the principles of customer service
	E

	· Commitment to the principles underpinning equality and democracy
	E

	· Interest in local government and delivery of services
	E

	· Aptitude for teamworking, with a focus on practical outcomes
	E

	· Willingness to undertake further training and development
	E


For Information:

Category

(E) Essential Requirement without which the candidate would be unable to carry out the duties of the post.

(D) Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.
