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HOSTING PROFORMA
Antrim and Newtownabbey Borough Council







    Name of Host  
    Organisation

1.  Interchange Manager’s details
Mrs Jennifer Close

             Name

     Organisation/Antrim and Newtownabbey Borough Council	

        Department
Antrim Civic Centre
50 Stiles Way
Antrim 
BT41 2UB


              Address
       




         Telephone                                               Fax number028 9446 3113



             Number
               Jennifer.close@antrimandnewtownabbey.gov.uk



               E-mail


Type of OpportunityEmployee Performance and Development Manager

Temporary for a minimum of 2 years and may become permanent subject to review.


























2.  Details of hosting opportunity
 Description of opportunity

	MAIN PURPOSE OF JOB
The Employee Performance & Development Manager will be responsible for providing comprehensive customer focussed, performance and development advice to improve Organisational Performance in the context of Council’s Corporate & Community Plans and Departmental Objectives. 

The post-holder will provide effective leadership by:

·   Setting the strategic direction of the HR function with the Head of Human Resources to enable an engaged, highly skilled and high performing workforce who can deliver the council’s key strategic priorities and outcomes.

·   Supporting the Head of Human Resources to develop and implement operational talent and workforce performance management and development ensuring effective and consistent service delivery and building strong customer relationships with senior leaders/managers and stakeholders across the Council. 

·   Leading on Organisational Development and Learning initiatives and a varied range of workforce projects including Elected Member Development to create a learning and performing culture.

·   Leading on internal communications and development across the Council, designing and implementing improvement initiatives.

·   Supporting the Head of Human Resources in the provision of a professional Human Resources service to the Chief Executive and Corporate Leadership and Head of Service teams ensuring that strategies, policies, procedures and documentation are initiated, developed and maintained in relation to Organisation Development and Learning.
A full Job Description can be dound at Annex A.


            
      Main objectives of the opportunity

	
CORPORATE RESPONSIBILITIES

Organisation Development

1. Act as the lead source of advice and expertise on Employee Performance and Development and Learning policy matters to the Head of Human Resources.

1. Lead on the development of a high performance culture, working with the HR Team and key stakeholders to develop and embed performance management and development framework to raise individual and organisational performance
1. Drive and implement initiatives to support a learning organisation through developing, implementing and reviewing the Council’s strategies, policies and procedures in relation to Employee Performance and Development including training needs analysis, planning, design, delivery, recording and evaluation. 
1. Provide guidance and coaching to managers on the performance management and improvement processes, probation and appraisal processes.
1. Oversee the organisation and timely delivery of learning interventions identified through the performance management and development process.
1. Ensure a strategic approach to the Elected Member Development Programme and ensure effective delivery through support to the Elected Member Development Working Group. 
1. Continuously improve learning & skills development across the organisation and work in partnership with line managers to identify and implement appropriate development interventions.
1. Take responsibility for the planning, design and delivery of internal and external training programmes which meet the needs of the organisation.
1. Lead on the development of initiatives that support the attraction and retention of talent ensuring an improved candidate experience.
1. Develop employee induction programmes and manage and deliver a schedule of inductions for all new employees across Council.
1. Promote and manage early career initiatives including apprenticeship, placement and graduate programmes, ensuring appropriate programmes are in place to satisfy organisational requirements.
1. Keep under review the Council’s values and competency framework ensuring they remain fit for purpose and are fully integrated into recruitment and selection, probation and performance management procedures.   
1. Support the development of Councils Employee Engagement and Wellbeing strategy and associated initiatives and work in partnership to develop and implement a plan of Engagement and Wellbeing initiatives that identify, target and drive improvement in Employee Engagement and Attendance levels.
1. Support the delivery of regular employee surveys, focus groups, and internal communication, analysing and interpreting the results of the employee survey, providing insights and coaching related action planning
1. Facilitate and promote Recognition processes, ensuring follow up and appropriate actions being taken.
1. Lead the development of Councils Internal Communications strategy and initiatives and ensure support and co-ordination of internal communication activities, partnering with the Communications and Customers team to ensure integration and alignment between internal and external communication.
1. Support the organisation in designing engaging communication materials.
1. Have a regular presence in the various Council locations to promote Employee Engagement, Wellbeing and Communications and to capture local events and share across Council.
1. Work in partnership with the Human Resources Manager (Generalist) and HR Systems and Data Analyst to translate corporate workforce strategy into pragmatic, service-level workforce plans and lead and participate in a range of workforce projects in support of continuous improvement and organisational change.
1. Provide advice and support to the Corporate Leadership and Senior Management Teams and line managers to ensure the consistent implementation of Organisation Development and Learning policies and procedures.
1. Manage and co-ordinate the achievement of appropriate external accreditations (e.g. Investors in People) and act as the Council’s internal consultant on these initiatives.
General Human Resources

1. As the designated person for safeguarding, play a leading role ensuring that an up to date policy is in place, reporting internally and externally as necessary, ensuring that all objectives in the Human Resources Business Plan are met and that staff are trained, kept informed and updated of relevant matters through iConnect.
1. Represent the Human Resources section on the Corporate Health, Safety and Wellbeing Committee, attending meetings, providing reports and overseeing agreed actions related to Employee Performance and Development.
1. When required provide assistance to Corporate Leadership and Senior Management Teams and line managers in grievance and disciplinary hearings and appeals, attending as the Human Resources representative in some cases and drafting correspondence as required. 

1. Maintain an up-to-date working knowledge of employment law.
1. Participate in the Council's recruitment and selection activities including the preparation of recruitment documentation, assessment centres and participating in shortlisting and interview panels for senior posts.  Ensure that recruitment and selection practices are in accordance with the Council's Recruitment and Selection procedure and the Local Government Staff Commission Code of Procedures on Recruitment and Selection.   
1. Attend meetings of the Joint Consultation and Negotiation Committee, contributing to Council consultations and negotiations as required.  
1. Deputise when required for the Head of Human Resources in matters relating to Employee Performance and Development. 

Corporate Working

1. Lead and/or participate on agreed corporate projects as determined by the head of Human Resources.

1. Undertake internal consultation and external benchmarking to identify opportunities to improve collaborative working, service improvements and increased customer satisfaction.

1. Assist in the implementation and monitoring of the Human Resources Business Plan.

1. Manage human, physical and financial resources to ensure maximum utilisation, efficiency and effectiveness.

1. Develop partnerships with internal and external customers and others in the public, private and voluntary sectors fostering good working relationships.

1. Play an active role in internal and external working groups.

1. Continuously develop personal knowledge and skills to enhance internal and external customer service.

1. Prepare and present Committee reports and attend meetings if required.  Represent Council at external events and meetings as appropriate.
Staff Management

1. Manage members of the Human Resources team to ensure effective performance against objectives and targets within the Business Plan.

1. Develop staff within the Human Resources department and promote the delivery of services through team work.

The principal responsibilities listed above are an indicator of the main aspects of the role as opposed to representing a definite list.  



GENERAL RESPONSIBILITIES

	1
	Demonstrate a team approach to achieving the objectives of the Section through full flexibility in relation to tasks undertaken.


	2
	Provide a high level of internal and external customer service including taking ownership of customer queries and complaints and following issues through to completion.


	3
	Continuously develop personal knowledge and skills to enhance internal and external customer service.


	4
	Comply with, and ensure that other staff comply with, Council’s policies and procedures including those relating to health, safety, wellbeing and safeguarding.


	5
	Promote equality and diversity across all service areas through clear leadership, effective policy implementation and demonstrating appropriate behaviours in line with Council values.


	6
	Carry out any other relevant duties which may be assigned including working in other sections of the Department and Council.

7 To be available from time to time to carry out duties outside of normal working pattern and in addition to basic contracted hours. Such additional hours will be remunerated in line with Council’s approved policies at that time.

	
	







3.  Skills requirements
       
       What qualities, skills and experience is required from the individual

	
It is essential that applicants have a minimum of:

QUALIFICATIONS

· Degree or equivalent in Human Resources, business or other relevant subject
AND
· Chartered membership of the CIPD

OR (if above qualification not held):

Consideration may be given to those candidates who do not hold the above academic qualification and Chartered Membership of CIPD but who can demonstrate at least *5 year’s relevant experience as noted below and Associate membership will be considered subject to the achievement of Chartered membership of the CIPD within 1 year of taking up the post.

EXPERIENCE

A minimum of *3 years' experience as follows; 

1. in an Employee Performance and Development role to include responsibility for:
· Talent Management 
· Leadership and Talent Development
· Performance Management
· Learning and Development
· Managing staff performance

1. Providing advice and guidance to senior management on Employee Performance and Development policies and procedures.

1. Contributing to the design, development and implementation of a range of plans, strategies and other interventions that led to the positive behavioural change and increased employee engagement. 

1. Experience of using innovative technologies to drive and deliver Employee Performance and Development activities and training programmes.

GENERAL

· Full current driving licence or, if a disability prevents driving, access to a suitable form of transport to enable the duties of the post to be carried out in full.
· To be available from time to time to carry out duties outside of normal working pattern and in addition to basic contracted hours. Such additional hours will be remunerated in line with Council’s approved policies at that time.

KNOWLEDGE

· Good working knowledge and understanding of Human Resources management
· Good working knowledge of current employment legislation
· Good working knowledge of Microsoft Office






4.  Personnel: Please state below

         Who will the individual report to? 
	
Jennifer Close, Head of Human Resources




         Who will be the individual’s line manager and/or reporting officer?
	
Jennifer Close, Head of Human Resources





5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 
     individual and their organisation. 

	The opportunity will benefit the individual and organisation by:

Benefit to Individual
Developing good business relationships and sharing and enhancing employees’ skills. Offering the Employee a valuable career development opportunity, with the chance to make new contacts and gain experience within a different setting.

Benefit to individuals employer
Employee will enhance skills and will build relationships and contacts that will ultimately be of benefit to the employee in the future.

Benefit to Antrim and Newtownabbey Borough Council
Antrim and Newtownabbey Borough Council will benefit from different perspectives and experiences brought by an individual from another organisation that will enhance shared working in the future.





6.  Logistics
     Please provide details of the likely start date, duration, location, form of transport required, resources (i.e.; desk, PC, etc.) and funding arrangements for the opportunity.

	Start Date:          As soon as a suitable candidate is identified and a release  
                            date agreed.

Salary Scale:       £42,614 - £45,648 per annum.  ANBC will meet salary and associated costs.
 
Duration:              Temporary for a minimum of 2 years with the possibility of a further extension.

Location:              Antrim Civic Centre, 50 Stiles Way, Antrim BT41 2UB

Further information: Selection for this post will be as follows:

· Shortlisting will take place on the basis of the criteria detailed above and final selection will be by assessment / interview

Closing Date: Applications must be submitted by 4.00pm on Wednesday 6 April 2022 to:

 interchangesecretariat@finance-ni.gov.uk














7.  Endorsement

     Interchange Manager

	[bookmark: _GoBack]Jennifer Close


Signed:


	18 March 2022


Date:		
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BOROUGH COUNCIL

JOB DESCRIPTION

JOB TITLE: Employee Performance & Development Manager

GRADE: PO5, SCP 38-41 (£42,614 - £45,648)

DEPARTMENT: Organisation Development

SECTION: Human Resources

RESPONSIBLE TO: Head of Human Resources

RESPONSIBLE FOR: Human Resources staff

LOCATION OF POST: Antrim Civic Centre but may be required to work from any

MAIN

Council site or facility within the Borough.

PURPOSE OF POST:

The Employee Performance & Development Manager will be responsible for providing

comp

rehensive customer focussed, performance and development advice to improve

Organisational Performance in the context of Council’s Corporate & Community Plans and
Departmental Objectives.

The post-holder will provide effective leadership by:

Setting the strategic direction of the HR function with the Head of Human Resources
to enable an engaged, highly skilled and high performing workforce who can deliver
the council’s key strategic priorities and outcomes.

Supporting the Head of Human Resources to develop and implement operational
talent and workforce performance management and development ensuring
effective and consistent service delivery and building strong customer relationships
with senior leaders/managers and stakeholders across the Council.

Leading on Organisational Development and Learning initiatives and a varied range
of workforce projects including Elected Member Development to create a learning
and performing culture.

Leading on internal communications and development across the Council, designing
and implementing improvement initiatives.

Supporting the Head of Human Resources in the provision of a professional Human
Resources service to the Chief Executive and Corporate Leadership and Head of
Service teams ensuring that strategies, policies, procedures and documentation are
initiated, developed and maintained in relation to Organisation Development and
Learning.
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PRINCIPAL DUTIES AND RESPONSIBILITIES:

Organisation Development

1.

10.

1.

12.

Act as the lead source of advice and expertise on Employee Performance and
Development and Learning policy matters to the Head of Human Resources.

Lead on the development of a high performance culture, working with the HR Team
and key stakeholders to develop and embed performance management and
development framework to raise individual and organisational performance

Drive and implement initiatives to support a learning organisation through developing,
implementing and reviewing the Council’'s strategies, policies and procedures in
relation to Employee Performance and Development including fraining needs analysis,
planning, design, delivery, recording and evaluation.

Provide guidance and coaching to managers on the performance management and
improvement processes, probation and appraisal processes.

Oversee the organisation and timely delivery of learning interventions identified through
the performance management and development process.

Ensure a strategic approach to the Elected Member Development Programme and
ensure effective delivery through support to the Elected Member Development Working
Group.

Continuously improve learning & skills development across the organisation and work in
partnership with line managers to identify and implement appropriate development
intferventions.

Take responsibility for the planning, design and delivery of internal and external training
programmes which meet the needs of the organisation.

Lead on the development of initiatives that support the attraction and retention of
talent ensuring an improved candidate experience.

Develop employee induction programmes and manage and deliver a schedule of
inductions for all new employees across Council.

Promote and manage early career initiatives including apprenticeship, placement and
graduate programmes, ensuring appropriate programmes are in place to satisfy
organisational requirements.

Keep under review the Council’s values and competency framework ensuring they
remain fit for purpose and are fully integrated into recruitment and selection, probation
and performance management procedures.
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17.

18.

19.

20.

21.
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Support the development of Councils Employee Engagement and Wellbeing strategy
and associated initiatives and work in partnership to develop and implement a plan of
Engagement and Wellbeing initiatives that identify, target and drive improvement in
Employee Engagement and Attendance levels.

Support the delivery of regular employee surveys, focus groups, and internal
communication, analysing and interpreting the results of the employee survey,
providing insights and coaching related action planning

Facilitate and promote Recognition processes, ensuring follow up and appropriate
actions being taken.

Lead the development of Councils Internal Communications strategy and initiatives
and ensure support and co-ordination of internal communication activities, partnering
with the Communications and Customers team to ensure integration and alignment
between internal and external communication.

Support the organisation in designing engaging communication materials.

Have a regular presence in the various Council locations to promote Employee
Engagement, Wellbeing and Communications and to capture local events and share
across Council.

Work in partnership with the Human Resources Manager (Generalist) and HR Systems
and Data Analyst to translate corporate workforce strategy into pragmatic, service-
level workforce plans and lead and participate in a range of workforce projects in
support of continuous improvement and organisational change.

Provide advice and support to the Corporate Leadership and Senior Management
Teams and line managers to ensure the consistent implementation of Organisation
Development and Learning policies and procedures.

Manage and co-ordinate the achievement of appropriate external accreditations
(e.g.Investorsin People) and act as the Council’'s internal consultant on these initiatives.

General Human Resources

22.

23.

As the designated person for safeguarding, play a leading role ensuring that an up to
date policy is in place, reporting internally and externally as necessary, ensuring that all
objectivesin the Human Resources Business Plan are met and that staff are trained, kept
informed and updated of relevant matters through iConnect.

Represent the Human Resources section on the Corporate Health, Safety and
Wellbeing Committee, attending meetings, providing reports and overseeing agreed
actions related to Employee Performance and Development.
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24. When required provide assistance to Corporate Leadership and Senior Management
Teams and line managers in grievance and disciplinary hearings and appeals,
aftending as the Human Resources representatfive in some cases and drafting
correspondence as required.

25. Maintain an up-to-date working knowledge of employment law.

26. Participate in the Council's recruitment and selection activities including the
preparation of recruitment documentation, assessment centres and participating in
shortlisting and interview panels for senior posts. Ensure that recruitment and selection
practices are in accordance with the Council's Recruitment and Selection procedure
and the Local Government Staff Commission Code of Procedures on Recruitment and
Selection.

27. Attend meetings of the Joint Consultation and Negotiation Committee, contributing to
Council consultations and negotiations as required.

28. Deputise when required for the Head of Human Resources in matters relating to
Employee Performance and Development.

Corporate Working

29. Lead and/or participate on agreed corporate projects as determined by the head of
Human Resources.

30. Undertake internal consultation and external benchmarking to identify opportunities to
improve collaborative working, service improvements and increased customer
satisfaction.

31. Assist in the implementation and monitoring of the Human Resources Business Plan.

32. Manage human, physical and financial resources to ensure maximum utilisation,
efficiency and effectiveness.

33. Develop partnerships with infernal and external customers and others in the public,
private and voluntary sectors fostering good working relationships.

34. Play an active role in internal and external working groups.

35. Continuously develop personal knowledge and skills to enhance internal and external
customer service.

36. Prepare and present Committee reports and attend meetings if required. Represent
Council at external events and meetings as appropriate.
Staff Management

37. Manage members of the Human Resources team to ensure effective performance
against objectives and targets within the Business Plan.
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38. Develop staff within the Human Resources department and promote the delivery of
services through team work.

The principal responsibilities listed above are an indicator of the main aspects of the role as
opposed to representing a definite list.

GENERAL RESPONSIBILITIES:

1.  Demonstrate a tfeam approach to achieving the objectives of the Section through full
flexibility in relation to tasks undertaken.

2. Provide a high level of infernal and external customer service including taking
ownership of customer queries and complaints and following issues through to
completion.

3. Continuously develop personal knowledge and skills to enhance internal and external
customer service.

4,  Comply with, and ensure that other staff comply with, Council’s policies and
procedures including those relating to health, safety, wellbeing and safeguarding.

5. Promote equality and diversity across all service areas through clear leadership,
effective policy implementation and demonstrating appropriate behaviours in line with
Council values.

6.  Carry out any other relevant duties which may be assigned including working in other
sections of the Department and Council.

7.  To be available from time to time to carry out duties outside of normal working pattern
and in addition to basic contracted hours. Such additional hours will be remunerated
in line with Council’s approved policies at that time.
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EMPLOYEE SPECIFICATION

CATEGORY ESSENTIAL DESIRABLE Method of
Assessment
QUALIFICATIONS/ | e Degree or equivalent in Human | ¢ Additional relevant Application Form
TRAINING Resources, business or other qualifications in
relevant subject Human Resources,
AND eg employment
e Chartered membership of the legislation, coaching,
CIPD training or mediation
etc

Consideration may be given to

those candidates who do not

hold the above academic

qualification and Chartered

Membership of CIPD but who can

demonstrate at least *5 year’s

relevant experience as noted

below and Associate

membership will be considered

subject to the achievement of

Chartered membership of the

CIPD within 1 year of taking up

the post.
EXPERIENCE *3 years' experience as follows; a) Experience in any Application form

a) in an Employee Performance
and Development role to
include responsibility for:

Talent Management

Leadership and Talent

Development

Performance Management

Learning and Development

Managing staff performance

b) Providing advice and
guidance to senior
management on Employee
Performance and
Development policies and
procedures.

c) Contributing to the design,
development and
implementation of a range of
plans, strategies and other
interventions that led to the
positive behavioural change

of the following
areaqs:
e Employee Relations
e Policy Development
e Resourcing

b) Working effectively
in a complex
Unionised
environment.

c) Experience of
following correct
procurement and

financial procedures.

d) Experience of
dealing with
Safeguarding issues
and delivering
relevant fraining.

Assessment/Interview
process
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d)

and increased employee
engagement.

Experience of using
innovative technologies to
drive and deliver Employee
Performance and
Development activities and
training programmes.

KEY SKILLS AND
ABILIITES

Managing performance
Managing change

Strong organisational skills
Ability to prioritise and manage
own work and the work of others
Ability to work to strict deadlines
Effective interpersonal skills
Ability to liaise effectively with all
levels of staff and management
Effective influencing and
negotiating skills

Strong decision making skills and
ability to provide a solution
based service

Work with the utmost
confidentiality and to be
complaint with General Data
Protection Regulations

Assessment/Interview
process

KNOWLEDGE e Good working knowledge and | ¢ Knowledge of Assessment/Interview
understanding of Human computerised HR process
Resources management systems
¢ Good working knowledge of ¢ Knowledge of NI
current employment legislation Local Government
¢ Good working knowledge of terms and conditions
Microsoft Office of employment
OTHER e Full current driving licence, or, Application form

if a disability prevents driving,
access to a suitable form of
transport to enable the duties
of the post to be carried out in
full.

To be available from time to
fime to carry out duties outside
of normal working pattern and
in addition to basic
confracted hours. Such
additional hours will be
remunerated in line with
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Council’'s approved policies at
that fime.
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CORE COMPETENCIES

Customer Focus Application/
e Establishes the needs of customers and strives to ensure these are met Essential Inferview
e Builds partnerships for mutual benefit Process
¢ Instils high customer service in others and drives feam to think of customer
impact
e Challenges poor customer service or lack of awareness in others
e Handles complaints positively — listens to the customer’s concerns without
defensiveness or self-justification, shows concern, takes steps to remedy
and follow up
Service Excellence Application/
e Seeks to continually improve services and processes that impact on Essential Interview
customers Process
e Focuses on the achievement of objectives and plans ahead to ensure
goals are achieved in terms of excellence in service delivery
e Seeks out and uses customer feedback to ensure customer needs are met
and exceeded
e Instils service excellence in others and drives feam to improve service
Teamwork Application/
e Establishes effective working relationships with people at all levels through Essential Interview
communication, consultation and interpersonal skills Process
e Demonstrates ability to quickly resolve conflict
e Works collaboratively with other teams and agencies both internal and
external o the Council
e Adapts style and approach to achieve effective outcomes
Communicating with Impact Application/
¢ Demonstrates persuasive communication skills and confidence in Essential Interview
conveying information internally and externally Process
¢ Responds and behaves positively and demonstrates resilience in
communication
e Demonstrates effective communication skills, both orally and in writing
e Actively listens and uses a variety of methods to convey messages clearly
and succinctly
Collaborating in a Political Environment Application/
e Develops and manages effective networks by establishing common Essenfial Interview
ground Process
¢ (Managers) Demonstrates an understanding of political factors at Council,
regional, national and where appropriate, international level in developing
strategies
e Understands which issues are likely to be sensitive and the background
political interests and agenda
Leadership Application/
e Personally contributes to the organisation’s vision and goals Essential Interview
e Displays drive, determination and perseverance in achieving high quality Process
results
e Develops a positive working environment, moftivates and builds effective
teams which achieve results whilst encouraging and supporting individuals
e Positively influences people and events
Problem Solving & Decision Making Application/
e Gathers information from a range of sources Essenfial Interview
e Analyses information to identify problems and issues Process

e Makes effective decisions and recommendations based on resolution
agreement
e Plans structures and priorities work to achieve optfimum results
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