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Waltham Forest







	Role Title
	Opportunities Manager

	Service
	Employment, Business and Skills

	Pay Scale
	PO5 

	Purpose

	To lead engagement with businesses, voluntary sector and council services to establish a bank of opportunities for residents, including young people. This will include generating work experience and volunteering opportunities, generations of job opportunities and promotion of the Councils Good work Theme.

This role will act as a key member on the ‘Opportunity Bank’ project team. The council has been supporting the development of ‘Opportunity Bank’ a new service for young people to connect them to opportunities to improve their employability.
 

	Generic Accountabilities
	End Results/Outcomes

	Develop and maintain effective working relationships with external organisations concerned with the attraction of opportunities generation and inward investment.

 
	Delivery of the team’s work programme is supported or achieved through partnership working with others.

Partnerships are effectively managed. Accountabilities are clear. The Council’s interests are protected

Best practice is identified, promoted and shared.



	Provide specialist advice to senior managers, local businesses and external organisations involved in attracting opportunities generation and inward investment.  
	Specialist advice and information is accurate, timely and relevant.

Queries / complaints are assessed and investigated.  All required records are kept.

	Lead projects or improvement programmes, or contribute to the delivery of larger projects


	Practical, effective solutions are developed and delivered in accordance with legislative requirements and good practice guidelines and address any relevant environmental / conservation / technical / design issues.

Projects are delivered to agreed specification, timescales and budgets.

All project documentation and reports are completed correctly.

	Ensure relevant strategies and policies are developed, agreed, to support the Council’s regeneration strategy.
	All necessary strategies and policies are in place and achieving the required impact.
Changing priorities and external requirements are anticipated and addressed

Opportunities for investment and employment are identified and maximised.

	Support partnership agreements and partnership working within area of responsibility.
	Activities which support partnership working are effectively delivered.

Partnership working groups produce valid and timely outputs.

	Ensure systems, processes and procedures are in place to meet all relevant strategic, operational, corporate and legal requirements
	The team is compliant with all relevant legislation, regulations, codes, requirements, standards and guidelines.
Compliance is measured, monitored and reported.



	Manage the resources provided to enable the team to meet or exceed its objectives
	Resources are efficiently and effectively deployed.

Budgets and financial risks are monitored and managed in line with organisational requirements.



	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

Understanding of LMI, Employer needs and relevant Council strategies

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Ensure the successful implementation of health and safety legislation, policies and practices.
	Risks to staff and others are assessed and managed.

Suitable health and safety instruction and training are provided to ensure there is a safe working environment.


	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Role-specific Accountabilities
	End Results/Outcomes

	Lead the development of the ‘employer side’ of Opportunity Bank to enable an effective route in for employers to log opportunities. 
	Effective mechanisms are developed for employer engagement and enabling employers to access information on the service and register their opportunities. 

	Engage employers and capture the business voice to inform the development of the digital element of the service. 
	Employer needs are captured, ensuring the digital tool will meet employer needs as well as those of young people. 

	Develop and implement marketing and promotional strategies to attract businesses, voluntary sector and public sector 
	A coordinated approach to the generation of opportunities – both for our Think Work delivery and for Life Chances. 

Effective promotional material, relevant events and briefings are prepared to support a range of regional, national and international initiatives.
The Council is represented at key events.

The Council promotes a coherent, consistent and compelling story/offer to guide and influence inward investment in line with the Council’s vision.

	To support the Directorate and Council to influence, guide and shape the council’s ‘Opportunity Bank’
	The Council can rapidly draw together innovative packages that can integrate land, funding, partnerships etc. that facilitate the attraction of key investors to the Borough.



	To assist the directorate in developing a strategic coordinated approach to engaging employers. 
	Links are established between the Adult Learning Services, Life Chances and Connecting Communities.

	Develop the ‘Good Work’ workstream of Think Work which includes the living wage campaign and the Waltham Forest approach to the Mayor’s Good Work standard.
	The Think Work programme is further developed and links between with the Life Chances programme are retained. 

	To assist the Directorate and the Council communicate an evidence-based, clear, achievable and compelling inward investment, employment and business case to secure investment and shape London and sub-regional frameworks for the benefits of the communities.
	The Council has a reputation for bidding and delivering highly successful employment, business and inward investment related programmes.

That the Council’s approach, offer and credibility is fully understood and recognised as amongst the best of the  London Boroughs and is seen as a key authority to pilot, shape and deliver a diverse range of programmes.

That the Council consistently out performs/draws down more external funding than neighbouring boroughs.

That the Council is effective in shaping emerging strategies and programmes across a range of national and regional organisations such as the GLA, London LEP, Local London, NELP, LLDC etc.

	To support and where required lead Directorate and Council working with local businesses at a strategic level to support local foras and ensure that agencies provide relevant and responsive services.
	The Council clearly understands business needs within the Borough.

Drives expenditure/offer from key business support providers.

Ensures corporately that the Council understands and can develop relevant strategies to respond to businesses service requirements.

	To support and where required lead  Directorate and Council work to secure business growth and jobs  within the Borough from investment and regeneration activity.
	The Council develops programmes/initiatives with partners that maximise residents’ ability to access new job opportunities and for local businesses to secure new contracts.

	Nature of Contacts


	Diverse internal (up to director level) and external contacts, to build effective relationships, represent the service and provide expert support and guidance on highly technical /complex issues. Manage relations with delivery partners / contractors.  Coaching responsibility for colleagues and other stakeholders.
Strong networking and relationship building skills with employers. 
Co-ordinate partnership working activities and internal / external working groups. Influence their decisions.

Manage difficult customers / stakeholders, with escalated issues and deal with challenging situations, which involve significant persuasion, negotiation and influencing skills.
Establish and maintain effective working relationships with external organisations including: MCHLG, DWP, GLA, LLDC, Local London etc.
Represent and negotiate on behalf of the Directorate or the Council at meetings with local or regional bodies.


	Procedural Context



	The council is leading the development of “Opportunity Bank” – a new service to connect young people to opportunities to improve their employability and life chances. The council has piloted the model with internal work experience opportunities in August 2019 and aims to scale this up with external employers’ work experience opportunities. The post-holder will lead the employer engagement workstream of the project to develop a business as usual service, ensuring continuity with the council’s Think Work approach to employer engagement. 

The post-holder will harness and strengthen existing relationships with businesses, voluntary sector and public sector partners and provide expert support to clients. It will be required to plan over a longer period, co-ordinating partnership working activities with internal services and external bodies to develop and deliver the service. The post-holder will manage own time and the work of others. They will manage initiatives, projects and improvement programmes for own service area and customer organisations.  
The role will work to broad managerial direction, with scope to exercise initiative within a framework of both local and national policies and legislation. Make significant decisions within the scope of the policy framework, resolve highly technical / complex issues and proactively anticipate problems. Designing and developing innovative solutions to support service development.



	Competency Level – Principal Officer

	Person Specification 

	Knowledge, Skills and Experience

	Relevant experience delivering similar services, with evidence of specialist knowledge and work responsibilities appropriate to the role

	Experience of working on employment and training initiatives with multi-agency partners.

	Experience of working with Employers to retain staff 

	Highly numerate, with excellent analytical and problem-solving skills

	Ability to communicate effectively using a wide variety of media and methodologies, including written, oral and visual means of communication

	Well-developed interpersonal, persuasion and negotiating skills

	Ability to think strategically

	Experienced in working closely with, advising and influencing members, senior officers and stakeholders

	Excellent manager of people, with the ability to mobilise resources effectively and motivate others to deliver on objectives

	Experience of successfully delivering programmes or projects

	Self-motivated, enthusiastic and driven to achieve success

	Creative and innovative

	Politically astute

	Resilient in the face of contradicting priorities and a demanding workload

	Demonstrable commitment to equal opportunities and equality in employment and service delivery

	Indicative qualifications

	Educated to degree level or equivalent standard.

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities that may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.



PO5 Business growth, investement andemployment projects manager
page 2 of 4

