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	ROLE PROFILE

	
	
	
	

	Job Title:
	Specialist (Governance, Wise Steps)
	Department:
	Employment Services & Skills

	
	
	
	

	Job Holder:
	
	Date:
	May 2019

	
	
	
	

	1
	MAIN PURPOSE OF THE ROLE

	
	
The post holder will deliver a range of specialist and/or operational services/activities to support customers and colleagues within relevant contract or business unit, ensuring that contractual obligations and goals are achieved. The postholder will be solely employed on the project.

	
	

	2
	SCOPE OF ROLE (Key Accountabilities)

	
	
· Deliver a range of operational activities to achieve contractual contracts and goals;
· Provide end to end delivery support to customers;
· Provide advice on area of specialism to ensure compliance with relevant policy, procedures, contractual and legislative obligations.

The post holder will:

· Maintain all associated administrative paperwork and electronic records related to the contract;
· Achieve contractual targets and goals;
· Positively represent the Wise Group at appropriate meetings, conferences and seminars;
· Support the submission of tenders, funding applications by providing operational and specialist expertise and insight;
· Plan and organise tasks ensuring activities complement business plans and contractual requirements;
· Prepare documents, presentations and other materials to a clear brief using established formats;
· Analyse, present and draw conclusions from straightforward data identifying trends and patterns.


	
	

	3
	EXPERIENCE, QUALIFICATIONS AND SKILLS LEVEL


	
	· Carry out remote audits on client data recorded on systems and highlight any non-compliance & accurately relay feedback to relevant Managers;
· Conduct monitoring visits with both Wise Group and other partner delivery;
· Regularly prepare & issue reports of monitoring activity, identifying any issues to be addressed by relevant managers together with action required and timescales;
· Ensure corrective actions are followed up Liaise with relevant Managers in relation to any concerns highlighted which may include any possible breaches of contract – this includes compliance with ESF and National Lottery funding rules on participant data and publicity guidelines;
· Use monitoring results to identify trends, issues and service gaps requiring consideration;
· Work closely with delivery and ICT  continuously improve systems and paperwork in order to meet contractual requirements;
· Help develop guidance that supports all partners to deliver their project in a compliant way and up to date;
· Develop monitoring systems in line with organisational & contractual requirements;
· Development of customer related paperwork in line with organisational and contractual requirements;
· Assist with data gathering for company annual self-assessment review;
· Liaise with relevant managers with the update and completion of the individual project quality assessment questionnaires relative to specific project areas;
· Excellent communication and presentation skills, both oral and written,  essential;
· Excellent inter-personal skills essential;
· Experience of conducting compliance quality checks and dealing with issues arising from omissions;
· Experience & knowledge of employability programmes desirable;
· Experience of databases and a high level of IT literacy (including use of MS Office);
· Understanding of quality accreditations desirable;
· Knowledge of government funded programmes, in particular European Funding;
· Experience of working within tight deadlines;
· Attention to detail essential.

	
	

	4
	ADDITIONAL REQUIREMENTS

	
	
· Health, safety and wellbeing are key aspects of all posts and it is vital that the post holder has key responsibilities for promoting the health, safety and wellbeing of themselves, clients and colleagues;
· Role model for Equality, Diversity and Inclusiveness;
· Subject to appropriate security and background checks;
· All Wise Group colleagues should exhibit environmental awareness and adhere to our ISO 14001 management framework;
· Individuals are expected to behave in a manner that exhibits the Wise Group values of nurturing positive relationships, acting with integrity, driving growth and engaging through communication.
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