REPORT TO: 

EMPLOYMENT PANEL

DATE OF MEETING:
12th SEPTEMBER 2005 

REPORT OF:

TOWN CLERK & CHIEF EXECUTIVE

TITLE:


RE-ORGANISATION STAGE 1: THE SENIOR 





MANAGEMENT TEAM – JOB DESCRIPTIONS 

SUMMARY:


This report informs the Employment Panel of the new Job Descriptions for the Senior Management Team.

RECOMMENDATION:

That the Employment Panel notes the new Job Descriptions for the proposed Senior Management Team

Contact: Maggie Mooney; Town Clerk & Chief Executive

Ext: 7001

1.0 REORGANISATION STAGE 1

1.1
The Employment Panel has already received the two reports submitted to the Executive on 30th August 2005. The first report (CE 21/05) outlined the proposed new management structure.

1.2 The above report at 3.0 detailed the proposed roles and responsibilities  for the new Senior Management Team, including:

· The Values

· The Principles

· Individual roles of the Corporate Directors

1.3 The Job Descriptions have now been drawn up in consultation with North West Employers Organisation and the Council’s Senior Personnel Officer, and from best practice in other local authorities. A copy of a generic Job Description for the Corporate Directors is included for the Employment Panel’s information. Also attached is a copy of the Job Description for the Deputy Chief Executive.

1.4 These have been sent to the Business Unit Heads and the Trades Union representatives who attend the Council’s Joint Consultative Committee

2.0 RECOMMENDATION

2.1
That the Employment Panel notes the new Job Descriptions for the proposed Senior Management Team

3.0 REASONS FOR RECOMMENDATION

3.1
The new Job Descriptions for the Senior Management Team are necessary to enable Stage One of the re-organisation process and the appointment procedure (as outlined in report CE 21/05) to progress.

4.0 IMPLICATIONS

As set out in Report CE 21/05

APPENDIX 1 – Job Description for Deputy Chief Executive 

Job Title:

Deputy Chief Executive

Post No:



Responsible to:
Town Clerk and Chief Executive

Responsible for:

Operational Directors(s) (or their equivalent) within the People, Performance and Policies Directorate

Values

· Commitment to providing and enabling the best public services for the people of Carlisle.

· An absolute belief in the local democratic process and the central role of our elected members.

· An understanding that our greatest resource is our staff.

· A belief that cultural change can positively effect performance.

· A commitment to problem solving and tackling difficult issues.

· An understanding that flexibility and responsiveness are key to successful management.

Overall purpose

· To deputise for the Town Clerk and Chief Executive.

· To assist the Town Clerk and Chief Executive in shaping and driving through cultural and organisational change that supports the delivery of the authority’s vision, priorities and values.

· To support the Town Clerk and Chief Executive with the management of the Directorates.

· Corporate responsibility for developing strategy and new policy initiatives, service co-ordination, resource management, performance review, communications, budget investment and financial strategies.

· Having specific responsibility for and ensuring the overall effectiveness of a group of Council services.

· To take collective responsibility and provide leadership in conjunction with the Town Clerk and Chief Executive and Senior Management Team for developing the strategic direction of the authority.

· To develop and provide leadership to ensure a corporate approach to service delivery across the Council. Act as a champion for one or more key strategic priorities. Work in partnership.

· To share strategic management responsibilities for performance and quality assurance for the Council as a whole and within the Directorate through continual improvement through performance and risk management.

· To provide effective links between officers and members in order to deliver the members policies and priorities.

· To assist the Town Clerk and Chief Executive in promoting the values of the organisation and acting as a role model.

Key areas of responsibility

Strategic Management

· To establish, develop, implement and lead on strategies for the Council to provide a comprehensive, integrated and planned approach to the generation and use of resources that supports and enables the Council’s vision and strategies to be realised.

· To support the Town Clerk and Chief Executive in ensuring the effective corporate management of the Council. To be an active member of the Corporate Management Team, whose responsibility it is to;

Determine the overall direction and priorities for the council;

Ensure that the council remains focussed on its priorities and that they are translated into service delivery;

Focus on the medium and long term and ensure effective forward planning;

Drive forward the cultural changes required in behaviour, also acting as role models.

· To represent the Council at national, regional and European levels, with government bodies, local authorities, agencies, the local community, the private sector, the voluntary sector, academic institutions and any other appropriate organisations. 

· To advise and support all elected members of the Council, individually and collectively, in pursuing the Council’s aims and objectives and participating in meetings of the Council, various Sub-Committees, Working Groups and Panels.

· To attend and actively participate in civic and ceremonial duties.

· To develop and sustain effective partnerships within and outside the City Council.

· To ensure that services are delivered in co-ordinated and flexible ways, with good practice shared across the Council.

· To take individual responsibility for a key strategic priority and act as a Council champion on it.

Culture

· To assist the Town Clerk and Chief Executive in promoting the values of the organisation and acting as a role model.

· To assist the Town Clerk and Chief Executive in leading the development of organisational culture:

That is positive, results oriented and customer focused;

That looks forward for the benefit of the whole community;

That is supportive, fair and open, encouraging and enabling all employees to contribute and to meet required performance standards.

That has a positive commitment from employees and members alike to political accountability and continuous improvement within the Council.

· To promote Best Value, service improvement and equality of opportunity in the delivery of services and employment practices.

· To effectively contribute to the introduction of a change management process.

· To inspire a sense of purpose and ownership of the Council’s corporate plans throughout the organisation, to empower managers within Services to develop the confidence and commitment to ensure the successful achievement of objectives and outcomes.

Communications

· To develop, maintain and promote effective communications and liaison within a Directorate.

· To manage effective communication between those Services and elected members of the Council, the public, staff in other Services and external bodies and organisations.

· To ensure and establish effective working relationships with people in the community, in government and other appropriate bodies in order to ensure that the Council is promoted, its interests are well informed, widely understood and furthered as appropriate. 

Emergency

· To take part in the performance of such emergency planning functions as may be assigned by the Council, together with any other reasonable duties that may be required to maintain services to the community.

Service Delivery

· To ensure that the Council’s services under the Director’s direct control are driven by quality, judged on results and determined by the needs of the communities and people of the district.

· To take responsibility for ensuring effective multi-functional working across a range of Services provided by the Council and its partners in order to meet customers’ needs and achieve the Council’s overall objectives.

· To provide appropriate and timely professional advice to elected members and to Services and across Directorates on all issues of Council business to secure successful outcomes. 

· To effectively manage and mediate to resolve any issues ad differences arising between Services in pursuing and complying with the Council’s corporate strategies.

· To promote best practice in meeting requirements of health and safety legislation.

· To work towards good industrial/employee relations and care.

Performance

· To ensure that within the Directorate, effective performance and risk management arrangements are in place to achieve the Council’s objectives and plans.

· Together with other members of Senior Management Team, ensure that systems are in place to manage, develop, monitor, evaluate and review performance at all levels and deliver agreed targets, service standards and budgets.

· To manage and appraise people line managed through the setting and monitoring of performance targets and standards to ensure that corporate plans are effectively achieved.  To encourage personal development and provide appropriate support and advice to people managed.

Resource Management

· To optimise the Council’s organisational capability to continually deliver best services whilst adjusting to changing demands.

· To foster a corporate ‘partnership’ between all levels of management and staff to embrace continuity and change in all aspects of organisational development.

· To ensure that the Council’s people, financial other resources are managed properly and that they meet the relevant statutory obligations and organisational plans.

· To assist with the development and introduction of corporate mechanisms designed to lead, motivate and develop the performance of staff in order to enable the Council to attract and retain a high calibre of expertise and professionalism within its workforce.

· To ensure that the Council’s resources are deployed and controlled efficiently to achieve the Council’s service objectives.

· To ensure that the Council’s information is managed properly and effectively to achieve the Council’s service objectives.

Special Features

· This post is politically restricted under the Local Government and Housing Act 1989

Specific Functions and Services

· To deputise for the Town Clerk and Chief Executive and undertake such other duties which will be required from time to time commensurate with the seniority of this position.

· To assist the Town Clerk and Chief Executive in shaping and driving through cultural and organisational change that supports the delivery of the authority’s vision, priorities and values.

· To support the Town Clerk and Chief Executive with the management of the Directorates.

· To provide organisational development, human resource, payroll and associated services to employees.

· To lead on the development and delivery of the Pay and Workforce Strategy.

· To manage and support the Overview and Scrutiny function.

· To lead on the Emergency Planning functions.

· To provide corporate and strategic support across the council.

· To actively support the council in improving its approach to performance, risk and project management.

Services including;

· Personnel;

· Payroll;

· Staff and member training and development;

· Health and safety;

· Emergency planning;

· Performance management and policy development;

· Communications;

· Research and information;

· Risk management;

· Procurement; and 

· Overview and Scrutiny.
APPENDIX 2 – Generic Job Description for Corporate Directors 

Values

· Commitment to providing and enabling the best public services for the people of Carlisle.

· An absolute belief in the local democratic process and the central role of our elected members.

· An understanding that our greatest resource is our staff.

· A belief that cultural change can positively effect performance.

· A commitment to problem solving and tackling difficult issues.

· An understanding that flexibility and responsiveness are key to successful management.

Overall purpose

· Corporate responsibility for developing strategy and new policy initiatives, service co-ordination, resource management, performance review, communications, budget investment and financial strategies.

· Having specific responsibility for and ensuring the overall effectiveness of a group of Council services.

· To take collective responsibility and provide leadership in conjunction with the Town Clerk and Chief Executive and Senior  Management Team for developing the strategic direction of the authority.

· To develop and provide leadership to ensure a corporate approach to service delivery across the Council. Act as a champion for one or more key strategic priorities. Work in partnership.

· To share strategic management responsibilities for performance and quality assurance for the Council as a whole and within the Directorate through continual improvement through performance and risk management.

· To provide effective links between officers and members in order to deliver the members policies and priorities.

· To assist the Chief Executive in promoting the values of the organisation and acting as a role model.

Key areas of responsibility

Strategic Management

· To establish, develop, implement and lead on strategies for the Council and to provide a comprehensive, integrated and planned approach to the generation and use of resources that supports and enables the Council’s vision and strategies to be realised.

· To support the Town Clerk and Chief Executive in ensuring the effective corporate management of the Council. To be an active member of the Senior Management Team, whose responsibility it is to;

Determine the overall direction and priorities for the council;

Ensure that the council remains focussed on its priorities and that they are translated into service delivery;

Focus on the medium and long term and ensure effective forward planning;

Drive forward the cultural changes required in behaviour, also acting as role models.

· To represent the Council at national, regional and European levels, with government bodies, local authorities, agencies, the local community, the private sector, the voluntary sector, academic institutions and any other appropriate organisations. 

· To advise and support all elected members of the Council, individually and collectively, in pursuing the Council’s aims and objectives and participating in meetings of the Council, various Sub-Committees, Working Groups and Panels.

· To attend and actively participate in civic and ceremonial duties.

· To develop and sustain effective partnerships within and outside the City Council.

· To ensure that services are delivered in co-ordinated and flexible ways, with good practice shared across the Council.

· To take individual responsibility for a key strategic priority and act as a Council champion on it.

Culture

· To assist the Town Clerk and Chief Executive in promoting the values of the organisation and acting as a role model.

· To assist the Town Clerk and Chief Executive in leading the development of organisational culture:

That is positive, results oriented and customer focused;

That looks forward for the benefit of the whole community;

That is supportive, fair and open, encouraging and enabling all employees to contribute and to meet required performance standards.

That has a positive commitment from employees and members alike to political accountability and continuous improvement within the Council.

· To promote Best Value, service improvement and equality of opportunity in the delivery of services and employment practices.

· To effectively contribute to the introduction of a change management process.

· To inspire a sense of purpose and ownership of the Council’s corporate plans throughout the organisation, to empower managers within Services to develop the confidence and commitment to ensure the successful achievement of objectives and outcomes.

Communications

· To develop, maintain and promote effective communications and liaison within a Directorate.

· To manage effective communication between those Services and elected members of the Council, the public, staff in other Services and external bodies and organisations.

· To ensure and establish effective working relationships with people in the community, in government and other appropriate bodies in order to ensure that the Council is promoted, its interests are well informed, widely understood and furthered as appropriate. 

Emergency

· To take part in the performance of such emergency planning functions as may be assigned by the Council, together with any other reasonable duties that may be required to maintain services to the community.

Service Delivery

· To ensure that the Council’s services under the Director’s direct control are driven by quality, judged on results and determined by the needs of the communities and people of the district.

· To take responsibility for ensuring effective multi-functional working across a range of Services provided by the Council and its partners in order to meet customers’ needs and achieve the Council’s overall objectives.

· To provide appropriate and timely professional advice to elected members and to Services and across Directorates on all issues of Council business to secure successful outcomes. 

· To effectively manage and mediate to resolve any issues ad differences arising between Services in pursuing and complying with the Council’s corporate strategies.

· To promote best practice in meeting requirements of health and safety legislation.

· To work towards good industrial/employee relations and care.

Performance

· To ensure that within the Directorate, effective performance and risk management arrangements are in place to achieve the Council’s objectives and plans.

· Together with other members of Senior Management Team, ensure that systems are in place to manage, develop, monitor, evaluate and review performance at all levels and deliver agreed targets, service standards and budgets.

· To manage and appraise people line managed through the setting and monitoring of performance targets and standards to ensure that corporate plans are effectively achieved.  To encourage personal development and provide appropriate support and advice to people managed.

Resource Management

· To optimise the Council’s organisational capability to continually deliver best services whilst adjusting to changing demands.

· To foster a corporate ‘partnership’ between all levels of management and staff to embrace continuity and change in all aspects of organisational development.

· To ensure that the Council’s people, financial other resources are managed properly and that they meet the relevant statutory obligations and organisational plans.

· To assist with the development and introduction of corporate mechanisms designed to lead, motivate and develop the performance of staff in order to enable the Council to attract and retain a high calibre of expertise and professionalism within its workforce.

· To ensure that the Council’s resources are deployed and controlled efficiently to achieve the Council’s service objectives.

· To ensure that the Council’s information is managed properly and effectively to achieve the Council’s service objectives.

Special Features

· This post is politically restricted under the Local Government and Housing Act 1989

· Lead responsibility for ‘Section 151’ (Local Government Act 1972 – Financial Administration

SPECIAL FUNCTIONS & SERVICES
Special functions and services related to the individual Directorates:

· Development Services

· Legal & Democratic Services

· People, Performance & Policies

· Corporate Services

· Community Services
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