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JOB DESCRIPTION

Post:



Business Improvement Manager
Directorate:


People
Department:


Health and Recreation
Location:
TBC
Reports to:


Head of Health and Recreation
Salary:
PO5  SCP 38 – 41  £40,760 - £43,662 per annum (subject to review)

Hours:
37 hours per week, Monday to Friday, additional hours as and when required.  A flexible working scheme is in operation.
Duration:
Permanent
All employees are expected to model the Customer Care behaviours of “Serve Passionately, Engage Positively and Deliver Consistently.”

JOB PURPOSE:

To assist the Head of Department in providing a high-quality, efficient, safe and effective Health and Recreation Department in line with the Council’s policies and procedures.  Strategically manage the Business Unit portfolio:
· Business Planning
· Service Improvement & Information Management
· Systems development

· Policy and Research

· Customer Service & Training
· Communications, Marketing and Engagement
· FOI and Data Protection
· Safeguarding
· Risk

· Capital

· Play Strategy 


To ensure continuous improvement to deliver a high quality service to meet the needs of customers, adopting an innovative business planning approach underpinned by best practice.
The post holder will support transformational change within the Department, ensuring and implementing integration of service functions and responsibilities.  They will be responsible for the management and delivery of a high-quality, flexible service to meet the needs of customers in line with best practice and will be required to maximise business development potential.
The post holder will be expected to make a significant contribution to the strategic vision, direction, development and management of the Department including setting and achieving the key outcomes and targets, as well as ensuring an outward facing and future focus to the work of the Department and in particular to ensure the Service delivers on the Council’s Health and Wellbeing Agenda. 

The post holder will be required to work collaboratively and proactively to foster and sustain effective relationships and partnerships with a wide range of internal and external stakeholders including other officers, elected members, outside bodies and local citizens to advance our Corporate and Departmental agendas.
MAIN DUTIES AND RESPONSIBILITIES:

1. Contribute to the development of and implement a Council Leisure and Recreation Strategy including the provision of services, programmes, and capital developments to provide ‘state of the art’ facilities and undertake research on best practice in the UK and elsewhere to establish needs and priorities to inform the Strategy.


2. Manage and develop staff, particularly those with direct reporting responsibility, to ensure that they, and the employees for which they are responsible:

· Operate within Council policies;

· Effectively manage their teams;

· Deliver services in the most efficient and equitable manner and in accordance with Council governance and financial regulations;

· Deliver their agreed targets; 

· Work in a corporate and collaborative way with other services and departments;

· Efficiently and effectively manage available resources;

· Implement and review appropriate training and development programmes for employees to ensure sufficient skills, capacity and knowledge within the service. 


3. Ensure that all facilities are managed to a high standard against agreed performance targets such as user satisfaction, budget efficiencies, accidents, maintenance effectiveness and the Councils Environmental Management System (EMS).  Work closely with other departments within the People Directorate and The Estates and Assets Management Department to ensure that all facilities are maintained to the highest standards to ensure customer satisfaction, particularly pertaining to the sustainable management of resources. 


4. Lead, manage and develop the Business Support Service, establishing and maintaining financial and administrative systems across the Department.


5. Lead, develop, manage and review management information and performance management arrangements for the Department.  


6. Lead, manage and develop Customer Services, Marketing and other key services and along with other departments in the People Directorate, play a lead role in ensuring a ‘customer-based’ approach throughout the Department.

7. Develop and maintain effective internal and external linkages, relationships and partnerships which support the work of the Department to drive organisational capability and build a culture of service excellence, high performance, innovation, imagination, loyalty and collaboration.  

8. Manage and support transformational change and the transition of services, ensuring the integration of functions and responsibilities to fulfil the Council’s vision and Corporate Plan.  Lead Performance Improvement, supporting other service managers in developing and implementing service improvement.
9. Develop annual Business Plan for the Department, including measurable objectives and financial targets linked to the Business Plan.  
10. Prepare budget estimates for the annual rates review process and manage budgets, ensuring compliance with Council policies and financial regulations. 


11. Take overall responsibility, within the service area, for the effective management and resolution of stakeholder queries and complaints, Freedom of Information and other information requests.
12. Take responsibility for the management of risk associated with service delivery.  Ensure that the health and safety and safeguarding of employees and service users is paramount by ensuring that all relevant legislation is adhered to and appropriate guidance, policies and procedures are in place.

13. Work with relevant Council officers to establish appropriate marketing programmes and initiatives to promote services and maximise income generation.  


14. Implement the delivery of the Council’s Play Strategy ensuring engagement/consultation with Members, community and Section 75 groups.

15. Oversea the delivery of the Department’s elements of the Capital Plan in partnership with the Estates and Assets and Finance Departments from feasibility to construction phases.
16. Prepare and evaluate tender specification and contract documentation in collaboration with the Estates and Assets Management and Procurement Departments.


17. Research and compile statistical information, reports and documents as required for the Department, Council and Central Government.


18. Prepare committee reports and attend and present at committee meetings and workshops as required. 


19. Support the Strategic Director, the Head of Department and, when required, Council, Elected members, the Chief Executive and colleagues by providing timely objective and professional advice across the service functions on all relevant issues.

20. Deputise for and represent the Head of Department, within their area of responsibility, internally and with external organisations as appropriate.

21. Undertake any other relevant duties that may be required and are commensurate with the nature and grade of the post.
