WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE: Smarter Working Manager

	GRADE: Grade 7

	RESPONSIBLE TO: Portfolio Management Officer (PMO) Manager

	RESPONSIBLE FOR: n/a

	PURPOSE OF POST: To act as the internal specialist on Lean methodology and coordinate process reviews to support the 2019-22 priority of Smarter Working and Cost Saving.


MAIN DUTIES AND RESPONSIBILITIES

1. Work within the WYFRS Project Framework processes and protocols.

2. Develop project plans for all activities, manage these plans effectively and delegate efficiently to ensure successful delivery of each project's objectives 

3. Be aware of organisational impacts of change and ensure consideration of other projects.

4. Manage the development of key deliverables utilising the SMART approach.

5. Understand the appropriate change control procedure and the scope of the project and instigate change requests as required.

6. Identify potential stakeholders and produce and maintain a Stakeholder Engagement Strategy and Communications Plan.

9. Work with the Senior Management to formulate the long term Corporate Lean Strategy to support continuous improvement and embed into organisational culture and practice
10. Support the Community Risk Management Planning (CRMP) process to identify, where required, organisational efficiencies. Work collaboratively, negotiate and engage with key stakeholders to facilitate delivery and compliance with the Lean strategy.
11. Develop and maintain relationships to establish credible and valued support at all levels of the organisation and with external partners.

12. Coach and facilitate teams and individuals to identify and implement improvement opportunities.

13. Provide necessary training and guidance for employees/stakeholders to support continuous improvement ideas.

14. Manage programme team members and wider stakeholders involved in the programme as necessary.

15. Use advanced influencing and negotiation skills with stakeholders at all levels to lever action maximising opportunity to improve processes.

16. Use problem solving skills and carry out analysis of complex data and produce accurate and precise documentation and presentations.

17. Make recommendations, including to Senior Management, to inform wider decision making and actions for the medium- and long-term direction of travel of the organisation.

18. Contribute to the development of the business to deliver effective results and sustainable transformations to support continuous improvement. 

19. Manage the processes to develop, produce and maintain the project documentation including project reports, change control documents, risk, issue and decision logs and evaluation reports.

20. Support the establishment of internal and external dependencies.

21. Ensure that the ongoing project approach is in line with the project brief and scope.

22. Execute tracking action plans, analyse programs and oversee progress.
23. Monitor the project to ensure that the objectives are delivered on time, within budget and to the agreed levels of quality so that the business benefits will be realised.

24. Coordinate follow-up meetings for actions to ensure work is completed and improvements are realised.

25. Ensure maximum efficiency in the allocation and use of project resources.

26. Monitor expenditure / costs. Prepare Lean budget and forecasts. Manage the budget from identification to completion of projects, and responsible for achieving budget and forecast.
27. Identify required resources to successfully deliver the objectives of the programme.
28. Carry out and maintain impact assessments.

29. Maintain an active dialogue with the SRO/Sponsor and advise of any deviations, risks or issues that may impact project progress.

30. Report project progress and status at regular intervals via agreed communication routes and project documentation.

31. Attend meetings and work flexibly, autonomously and without supervision as required. 
Second area:

32. To Implement and promote the Authority’s:

a) Health and Safety policies
b) Equality and Diversity policies
c) Information Security Management System policies
d) Safeguarding policies
e) Business continuity policy and contingency arrangements

33. To demonstrate and uphold the service values and to promote the organisation in a positive manner.
34. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.
35. Responsibility for ensuring any data produced in relation to the post is accurate and current. 

36. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.

37. Undertake any other duties commensurate with the grade/rank of the post as directed by line management.
PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria later during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where Identified

	1. 
	Experience of effective co-ordination and management of programmes/ projects and change.
	Essential
	Selection Process

	2. 
	Experience of influencing internal and external stakeholders in large organisations.
	Essential
	Application & Selection Process

	3. 
	Experience of leading and managing people.
	Essential
	Application & Selection Process

	4. 
	Previous experience of delivering workshops, training, or coaching
	Essential
	Application & Selection Process

	5. 
	Knowledge of using Lean philosophy and methodology to support continuous improvement.
	Desirable
	Application & Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where Identified

	6. 
	Educated to degree level, or equivalent level of learning gained through work experience. 
	Desirable
	Application

	7. 
	Knowledge and experience of using MS SharePoint.
	Essential
	Selection Process



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where Identified

	8. 
	Demonstrable knowledge of change/programmes/projects within a public sector organisation.
	Desirable
	Application & Selection Process

	9. 
	Excellent literacy, numeracy and data analysis skills, attention to detail and ability to produce high quality documentation for reporting at all levels including strategic.
	Essential
	Application & Selection Process

	10. 
	Excellent organisational skills and ability to manage high levels of pressure due to conflicting priorities and deadlines.
	Essential
	Application & Selection Process

	11. 
	Confident and resilient and able to use initiative to achieve broad and multiple objectives across varied activities independently when remote from management support.  
	Essential
	Selection Process

	12. 
	Excellent influencing and negotiation skills in order to advise and convince stakeholders including Management of most effective course of action. 
	Essential
	Selection Process

	13. 
	Strong oral and written communication, presentation and interpersonal skills and the ability to communicate effectively with all levels internally and externally.
	Essential
	Application & Selection Process

	14. 
	To be able to monitor a range of projects/programmes simultaneously and take appropriate action to resolve areas of concern. 
	Desirable
	Selection Process

	15. 
	Has a high level of commitment, demonstrating a high degree of flexibility in ways of working to meet corporate objectives.
	Essential
	Application

	16. 
	Absolute discretion when dealing with confidential or sensitive matters.
	Essential
	Application & Selection Process

	17. 
	Demonstrate commitment to good data quality within all areas of work 
	Essential
	Selection Process Only

	18. 
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider
	Essential
	Selection Process Only

	19. 
	Demonstrate a detailed understanding of and ability to implement Health & Safety in the workplace 
	Essential
	Selection Process only

	20. 
	To hold and maintain a current full UK valid car driving licence 
	Essential
	Application 
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