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Role Profile


	Role Details


	Job Title
	Job Analyst
	Service
	HR Services

	Directorate
	Education, People & Business
	Reporting to
	Team Leader – Job Evaluation 

	Grade
	Grade 6
	Hours
	35 

	Location
	Southbank House, Kirkintilloch


Role Purpose

· Reporting to the Team Leader – Job Evaluation, provide an efficient and effective service in the context of job evaluation and teachers job sizing, ensuring excellent customer service and delivery of related Service Level Agreements and performance targets. 
· Proactively contribute to job design, including the identification and development of key role competencies, ensuring, that these are appropriate for the role within the context of the Council’s current and future strategy.

· Proactively contribute to the development of standard role profiles to ensure that these are appropriate for the Council requirements and understood by all key stakeholders.

· Proactively contribute to the service review process, through the effective contribution to evaluating effectiveness of jobs across the Council, identifying areas of efficiency and improvement.

· Work in partnership with and act as the key interface for Service Leadership Teams on Job Evaluation and Teacher Job Sizing matters, ensuring a regular flow of key information and insights between managers and the job evaluation team.
· Support the performance of the Job Evaluation Team through a culture of team work and flexibility, contributing to the overall success of the Council.

· Work to continuously improve service delivery and performance of the Job Evaluation Team  
Role Accountabilities & Key Activities

Job Design
· Contribute to the development of a job design framework and review process to ensure that posts reflect the current and future requirements for effective and efficient service delivery.

· Proactively work with key stakeholders on job design, ensuring that posts within the Council reflect key job design principles that meet the current and future requirements for effective and efficient service delivery.

· Ensure that application of job design is applied consistently across the Council maintaining requirements for effective and efficient service delivery.

· Support the Strategic Review process by actively engaging and providing support to Managers Organisational Transformation through the Service Review process.

· Contribute to the development of role definition by promoting flexibility, multi-skilling and revised working practices to optimise efficiency. 

Competency Framework
· Contribute to the development of a competency framework for all roles to ensuring alignment to service and council needs.

· Proactively work in partnership with and other key stakeholders on development of competency frameworks for all roles to ensure alignment to service and council requirements.

Job Evaluation
· Consistently work within the Scottish Joint Council for Local Government Employees Job Evaluation Scheme Framework when evaluating Council roles, ensuring a consistent and quality approach is adopted including the provision of technical support to the JE Appeal Panel and the promulgation of the JE Appeal Panel decisions.
· Establish a sound working knowledge of the Scottish Joint Council for Local Government Employees Job Evaluation Scheme, and the supporting Gauge software, ensuring compliance in its application.
· Support managers, employees and the wider Organisational Transformation team members to ensure a        comprehensive and consistent understanding of the Scottish Joint Council for Local Government Employees Job Evaluation Scheme.
· Take a lead role on a range of interviews in order to ensure a complete understanding of the role during the evaluation process.
· Act as a problem solver in relation to post anomalies or queries, working in conjunction with the Team Leader – Job Evaluation ensuring a satisfactory resolution for the Council is reached.

· Act as a point of contact with the Job Evaluation Appeals Panel on job evaluation related matters.

Teachers Job Sizing

· Consistently work within the SNCT & LNCT Teacher Job Sizing Handbook and Education Procedure Manual 2/29 Job Sizing promoted posts, ensuring a consistent and quality approach is adopted including the provision of technical support to the LNCT.
· Establish a sound working knowledge of the SNCT & LNCT Teacher Job Sizing Handbook and Education Procedure Manual 2/29 Job Sizing promoted posts, and the supporting SNCT documentation and software, ensuring compliance in its application.
· Support Education and the wider Organisational Transformation team members to ensure a comprehensive and consistent understanding of the SNCT & LNCT Teacher Job Sizing Handbook and Education Procedure Manual 2/29 Job Sizing promoted posts 
· Take a lead role on a range of Job Sizing requests in order to ensure a complete understanding of the role during the Job Sizing process.
· Act as a problem solver in relation to post anomalies or queries, working in conjunction with the Team Leader – Job Evaluation ensuring a satisfactory resolution for the Council is reached.
Process Management
· Contribute to the establishment of a secure filing system, ensuring all relevant job information is accurate and stored in a confidential way.
· Contribute to the establishment of a communications framework for LGE Job Evaluation and Teachers Job Sizing, ensuring that all key stakeholders are provided with timeous management information
· Maintain an understanding of legislative and Council policy development, ensuring effective support and guidance is provided during the evaluation process.

.

Customer Service Delivery 
· Deliver a high quality service by focusing on the individual needs and concerns of the customer.

· Take account of customer perspectives and expectations in continuous improvements to service delivery.  
· Build and develop strong relationships with stakeholders to enhance the customer service delivery and experience.

· Ensure ongoing customer feedback is considered whilst balancing customer needs and expectations with other organisational demands. 
· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 

· Contribute to the delivery of local performance standards to identify cost-effective improvements that focus on maximising customer satisfaction and benefit internal ways of working.
· As a member of the Organisational Transformation team, promote continuous improvement to enhance and make more efficient the Organisational Transformation Team ensuring that changes are fully implemented and effectively communicated to all interested parties.
· Establish and maintain excellent working relationships with all stakeholders by developing a mutual understanding of operational needs and requirements.

Team Working & Relationships 

· Foster strong working relationships inside and outside the team to achieve common goals and objectives.
· Co-operate with and support others within Organisational Transformation Team through sharing knowledge, experience and best practice.
· Build good working relationships within Organisational Transformation Team by offering advice, encouragement and assistance to team members, promoting loyalty to members of team and team decisions.
· Gain commitment from others by consulting and involving them through a partnership focus.

Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 
· Contribute to the performance of the team by achieving objectives in line with Service Level Agreements ensuring that maximum benefit is derived from the service provided.

Best Practice
· Contribute to an environment in which the energy and enthusiasm of the team is harnessed and the generation of ideas for improving working practices becomes an accepted responsibility at all levels.
· Adopt a proactive role in sharing best practice between and across the Job Evaluation Team to ensure that customers benefit from a team that adopts a best practice approach.
· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.

· Adopt a proactive role in sharing best practice between and across the Organisational Transformation service to ensure that customers benefit from uniform, streamlined processes.

Context 
	Location:


	 Southbank House, Kirkintilloch

	Mobility:


	As per the contractual terms:

· You may however be required to work in other locations within the Council, either in a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	9.00am
	9.00am
	9.00am
	9.00am
	9.00am
	
	

	
	Finish Time
	5.00pm
	5.00pm
	5.00pm
	5.00pm
	5.00pm
	
	

	
	Unpaid Break 
	1
	1
	1
	1
	1
	
	

	
	Total Daily Hours 
	7
	7
	7
	7
	7
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(Please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	

	
	If ‘yes’ please give details 
	

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	(

	
	Basic
	

	
	Standard 
	

	
	Enhanced
	

	
	PVG Children
	

	
	PVG Adults
	

	Criminal Convictions:


	

	Proper Officer:


	No

	Politically Restricted:


	No


Key Relationships 
· As a member of the Organisational Transformation Team, the role has accountability for the delivery of Customer Relations and Organisational Development objectives.

· As a member of the Organisational Transformation Team, the role has accountability for the delivery of Job Evaluation and Teachers Job Sizing support to all Council services.

· The role will work flexibly with other team members to share best practice and where appropriate, share resources to achieve service level priorities.

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Team Leader – Job Evaluation.

· The role interacts with and across all levels of the Council including Strategic Leads, managers and trade union representatives

· Internal influences include: Corporate policy; Organisational Transformation service plans, Organisational Transformation service level agreements; Organisational Transformation policy & procedures. External influences include: Equal opportunities legislation, best practice, changes/ amendments to employment law, changes/amendments to the Scottish Joint Councils for Local Government Employees Job Evaluation Scheme, changes/amendments to the SNCT handbook of conditions relating to Education Procedure Manual 2/29
· Given the nature of the role, key relationships will include:

· Frequent contact with Managers and employees

· Frequent contact with Organisational Transformation Managers and team members.

· Frequent contact with local trades union representatives

.

Personal Specification 
	Personal Specification
	Essential
	Desirable



	KNOWLEDGE
	· Sound knowledge of business drivers and the external environment
· Sound knowledge of the Scottish Joint Council for Local Government Employees Job Evaluation Scheme, and Gauge Software
· Sound knowledge of the SNCT Teachers Job Sizing
· Strong understanding of HR best practice developments and methodologies 
	· Sound knowledge of LNCT Education Procedure Manual 2/29 on Job Sizing

	SKILLS
	· High degree of numeracy, diagnostic and analytical skills

· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Influencing & Negotiation skills

· Consultancy skills 
· Strong ITC and data management skills
· Team working & team building skills
· Proven ability to plan, organise and prioritise workload

· Proven ability to conduct a structured interview, using appropriate questioning techniques

· Ability to analyse information
	· Process improvement skills



	EXPERIENCE


	· Proven experience of having carried out job evaluation, teachers job sizing or similar work.

· Proven track record of maintaining accurate and timeous records in both manual and IT form.

· Experience of working with ICT systems in order to manage data.
	· Experience of working within a local authority environment.

· Experience of working across different employment groups

	EDUCATION/

TRAINING


	· SVQ3 or equivalent experience
	· CIPD qualified

· ECDL

	PERSONAL QUALITIES
	· High level of personal credibility in order to influence and effectively manage relationships

· Strong client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities
· Ability to plan, organise and prioritise work requirements

· Ability to influence through effective negotiation

· Self-Motivated, Flexible & Adaptable

· Team player 

· Ability to work under pressure to deliver positive results
· Ability to communicate effectively

· inquisitive approach 
	

	DRIVING LICENCE 
	
	· Full Driving Licence 
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