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Job Description

	Job Title:

	Principal Business Manager

	Team/Service:
	Children’s Services

	Business Unit:
	Children’s Services

	Commissioning Area
	People

	Responsible To: (day to day issues)
	Director of Children’s Services

	Accountable To: (line manager) 
	Director of Children’s Services

	Salary Grade: (Spinal column points only) 
	Spinal Column point 


	1. Key Purpose of Job

1.1. To improve outcomes for all children, young people and families
1.2. To be responsible for the effective business administration, performance and budget management across the whole of Children’s Services.
1.3. To ensure that budget management processes are adhered to across the whole of Children’s Services reporting to the Director of Children’s Services and areas for concern in relation to the effective planning of resources,
1.4. To directly line manage the Business Manager to ensure that designated project work is delivered on time and according specification.
1.5. To be responsible for ensuring that Children’s Services maximises opportunities through working in partnership with the Corporate Centre in relation to business management.

1.6. To be responsible for all aspects of the business management requirements that support the Safeguarding Improvement process, including the ongoing sustainability of that work.
1.7. To be responsible for the strategic deployment and development of staff to ensure that all services have robust business support mechanisms in place.

1.8. To advise the Director of Children’s Services on appropriate contracts and commissioning and to lead on specific tenders for services.

1.9. To provide excellent leadership, strategic management and take responsibility for the quality assurance of services ensuring the full engagement of children, young people and families.

1.10. To devise and develop an intelligence bank that incorporates the whole of the diverse services areas within the Children’s Services portfolio to monitor the performance of and outcomes achieved by the services, reporting directly to the Director of Children’s Services.

1.11. Where a service is deemed to be underperforming or outcomes are not being achieved or monitored, to be responsible for improvement processes being devised and implemented.

1.12. To be strategically responsible for ensuring the early identification and development of business opportunities that improve the effectiveness and efficiency of services across the whole Children’s Services portfolio.

1.13. To be responsible for business continuity plans and arrangements across the whole of Children’s Services.

1.14. To be responsible for ensuring that Children’s Services Directorate complies with Torbay Council’s risk management processes.


	2. Anticipated Outcomes of Post

2.1. All the diverse services across Children’s Services increase in quality, effectiveness and efficiency.
2.2. All the diverse services across Children’s Services will have robust mechanisms in place for monitoring and evidencing outcomes that are regularly co-ordinated and reported to the Director of Children’s Services.
2.3. Mechanisms for business support across Children’s Services will be fit for purpose and each diverse service will have support that meets it needs in a practical and streamlined way.

2.4. The Children’s Trust  Children and Young Peoples’ Plan and other strategic plans for the diverse services in the Directorate will embrace a culture of robust business planning 

2.5. All contracts will be evidenced by a raft of qualitative and quantitative data and information that support the process.

2.6. The customer is placed at the heart when services are designed and reviewed.

2.7. Business plans that address risks and evidence how resources are being used are strategically devised and executed.

2.8. The Director of Children’s Services and other strategic decision makers for Children’s Services will have data and information to inform their decisions.

2.9. The diverse services that constitute Children’s Services will work in integrated, partnership and in innovative ways.

2.10. Diverse budgets for the different service areas will be tightly managed.


	3. List Key Duties and accountabilities of the post  
3.1. Responsible for safeguarding and promoting the welfare of children at all times

3.2. To be responsible for understanding the activity and forecasting the demand for services reporting directly to the Director of Children’s Services.

3.3. To provide strategic leadership to all business support staff across Children’s Services.

3.4. To lead and take responsibility for the review, specification and design of support services, ensuring that all the diverse departments have robust administration and finance support services to meet their needs.

3.5. To take responsibility for the response to due diligence enquiries.

3.6. To take responsibility for ensuring that relevant policy and professional developments at a national and local level are disseminated across the whole of Children’s Services and that best practice is adopted.
3.7. To take responsibility for the business management of Children’s Services as a whole with particular emphasis for the Safeguarding and Wellbeing Service.

3.8. To ensure that all policies produced by Torbay Council Human Resources are disseminated and implemented strategically to all the diverse services within the Directorate.
3.9. To monitor and provide management information in relation to Children’s Services to the Director of Children’s Services. 
3.10. To ensure that all services adopt regular supervision and appraisal with all staff.

3.11. To lead on the creation of new ways of testing and establishing quality control, including initiating ways for continuously capturing feedback from customers for inform service development.

3.12. To take the lead in ensuring that Business Support services comply with government legislation and guidance.

3.13. To spearhead the development of a performance and business culture that is focussed on outcomes and is rigorous in offering evidence so that improvements can be made and tracked.
3.14. To lead on the advice and practice to ensure that Health and Safety is paramount across the services.

3.15. To be responsible for ensuring that business continuity plans are in force for all services across the Directorate.

3.16. To take responsibility to ensure that all the diverse departments in Children’s Services have business plans and that ICT is used to its full advantage appropriately.

3.17. To take responsibility to ensure that Freedom of Information requests are responded to in a timely and appropriate fashion by the various services in the Directorate.

3.18. To lead on developing credible and informed insight in service effectiveness and to lead on the development of evidenced informed business cases across the Directorate.

3.19. To work with Torbay Council’s Corporate Accounts Department to ensure that budget across the diverse services reflect the need of those services and that budgets are spent in accordance with value for money principles.

3.20. To ensure that services are regularly reviewed and evaluated using and ‘outcomes based accountability approach’ with key stakeholders making recommendations for improvement to the Acting Director of Children’s Services.
3.21. To take responsibility, on behalf of the Director of Children’s Services, for the preparation and contribution to external inspections and to work directly with the Acting Director of Children’s Services in responding to inspection findings.
3.22. To lead and take responsibility for the preparation and submission of reports to committee, strategic senior management groups within the Directorate and to ensure that the Acting Director of Children’s Services has all the relevant information to inform strategic decision making.
3.23. To take responsibility for the investigation and response to customer complaints and enquiries from Elected Members, local MP’s and other stakeholders.


	4. Give examples of the typical types of problems and decisions the post will be required to make

4.1. The postholder is responsible for implementing budget cuts and leading on service design across the Directorate that could impact adversely on different services not having the administrative and finance support they need.  The postholder is solely responsible for this review which requires creative and innovative solutions to ensure that the correct solutions are in place.  If services are not adequately resourced, backlogs in work could be created that have a detrimental effect on the whole of Torbay Council.
4.2. The postholder must take a strategic lead ensuring that all the diverse departments of the Directorate have robust business plans that are regularly reviewed and must ensure that creative solutions for budget management are implemented within services.
4.3. The postholder must lead on assertively and continually challenging services to improve performance and to report directly to the Director for Children’s Services, advising him directly on performance issues.
4.4. The postholder must take direct responsibility for negotiating with senior managers to achieve efficiencies whilst also assuring the quality of provision.
4.5. To lead on and directly inform and advise the Director of Children’s Services of business cases that may impact on the numbers of staff employed by the council and/or the roles of those employed by the council.

4.6. The postholder must take responsibility for ensuring that HR practices are followed and any non-compliance issues addressed with senior managers.

4.7. The postholder must take responsibility for responding to complaints and appeals made by families or young people on the decisions made by any of the services in Children’s Services.

4.8. The postholder must have an understanding of the diverse and complex work of a range of the different services that comprise Children’s Services.

4.9. The postholder will regularly meet with Service Managers to discuss complex and contentious matters that impact on the whole directorate under the direct instruction of the Director of Children’s Services.


	5. Budgetary / Financial Responsibilities of the post

5.1. To be responsible for ensuring the management of grant and revenue purchasing budgets up to a total value of £5,000,000 within the agreed scheme of delegation and financial regulations.
5.2. To take responsibility to ensure a clear understanding of monthly budget monitoring including specific and causational trend data across the whole of Children’s Services.
5.3. To lead on budget management with other senior managers across the Directorate to ensure that services manage within their cash limits.

5.4. To take the lead on advising theDirector of Children’s Services that financial pressures are highlighted and actions taken.

5.5. To lead on the development and implementation of ways to improve efficiency and reduce costs using a range of innovative approaches e.g. service design, better demand management and supply options.


	6. Line Management Responsibilities of the post
6.1. To demonstrate leadership competencies, acting with openness, honesty, integrity, instilling a clear sense of direction and purpose, priority and pace and to manage people in an inclusive way to deliver operational objectives.
6.2. To line manage the Business Manager with responsibility for Schools and Communities.

6.3. To line manage a multidisciplinary team of up to 6 team managers and to have responsibility for the management and professional development of the Business Support Staff (80 plus in number)
6.4. To take responsibility for the continuing professional development of staff by ensuring that all team members have ‘protected time’ to pursue learning opportunities (minimum half a day per calendar month).  To take responsibility to ensure that appropriate national professional standards/competencies are being met and monitored.
6.5. To lead on the recruitment, retention, motivation and appraisal of team members and to ensure safe recruitment policies are followed.

6.6. To ensure that all team members keep a record of their learning.


	7. Working Environment & Conditions of the post

7.1. Normal working environment and conditions.



	8. Physical Demands of the post

8.1.  The transportation and use of mobile technology necessary for completing work outside the office.


	9. Specific Resources used by the post 

9.1. The use of mobile office technology as part of agile working i.e. laptops, tablets and smart phones.


	10. Key Contacts and Relationships

External


10.1
Presenting information through statutory assessment process.

10.2
Establish effective networks regionally and nationally to pursue the development of



policies and projects that improve the life chances of all children and young people.


10.3
To engage directly with external inspections supporting senior managers and the 



Director of Children’s Services.


10.4
Engage with the Children’s Trust as directed by the Director of Children’s 



Services.


10.5
Engaging with community partnerships, securing the involvement of children, young 



people, parents and carers in helping to evaluate, design and plan services.

Internal

10.6
Working directly to the remit of the Director of Children’s Services.


10.7
Collaboration and work with senior managers throughout the Directorate. 

10.8
Engaging with Elected Members through formal governance mechanisms.


10.9
Working with staff at all levels in the Council.


	11. Other Duties

To undertake additional duties as required, commensurate with the level of the job.




	Other Information

a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

b) The Council operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Council's buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and Council vehicles. The Council does not permit smoking breaks within work time, however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  
c) The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

d) The post-holder must comply with the Council’s Health and Safety requirements as outlined in the H&S policy appropriate to the role.
e) This post is based at [insert a location] but the post holder may be required to move their base to any other location within the Council at a future date. 
f)
You will be asked to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post. You will only     be asked to disclose ‘unspent’ convictions
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Person Specification
	Note for Candidate

All Candidates

The supporting statement on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 
In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.

Candidates who consider that they have a disability

Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.
If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Where ever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  




Person Specification
	Job Title:
	Principal Business Manager
	Business Unit:
	Children’s Services
	Team/

Service:
	Children’s Services


	Essential Skills and Effectiveness:

	Desirable Skills and Effectiveness:

	1. Analysis skills – evidence of using data to measure and forecast outcomes, understanding implications for deployment.
2. Ability to control operational budgets and deliver efficiencies.

3. Confident and competent when under external and internal scrutiny.

4. Proven problem solving skills – the ability to identify causes and make objective and informed judgements.

5. The ability to follow through on decisions that demonstrate emotional resilience and balance.

6. Ability to plan, organise and use resources effectively and efficiently.

7. Excellent communication and presentation skills.

8. Self awareness and understanding of own strengths and areas for improvement.

9. Good influencing and negotiating skills.

10. Ability to use standard office applications and a willingness to acquire new skills in a timely fashion.
	1. Research and evaluation skills.
2. Service redesign techniques.
3. Development of business systems.




	Essential Knowledge:
	Desirable Knowledge:



	11. Experience of business management in social care, education, health care of voluntary organisations
12. Awareness of the commissioning cycle and its demands.
13. Ability to demonstrate awareness and understanding of HR practices and equal opportunities.

14. Understanding of effective management practices, particularly as they relate to planning to achieve agreed objectives and providing leadership.

15. Thorough understanding of current legislation and DofE guidance and developments in services to children, you8ng people and families.


	4. Knowledge and experience of project management (using recognised methodology) or a willingness to acquire such a skill set in timely fashion.
5. Awareness of data protection, client confidentiality and Freedom of Information.


	Essential Experience/Achievements:


	Desirable Experience/Achievements:

	16. Experience of consultation and engagement
17. Experience of managing multi-agency or multi-disciplinary teams.

18. Senior management experience.

19. Experience assuring quality and ensuring compliance to policy and procedures.

20. Evidence of promoting and maintaining and ethos of continual learning and evidenced informed practice.

21. Understanding and experience of performance monitoring and performance management techniques to drive service improvement.


	6. Experience of working in more than one professional area.


	Essential Qualifications/Professional Memberships:


	Desirable Qualifications/Professional Memberships:



	22. Relevant professional qualification to the equivalent of a degree and where relevant a current professional registration or licence to practice (Posts managing social work teams will require a social work degree and evidence of having met post qualification standards).
23. Leadership and Management Qualification to diploma or above, or a willingness to obtain such a qualification in a timely manner.
24. Evidence of continued professional development.


	7. Relevant post graduate or further qualification



	Essential – Other requirements of the job role  

· Demonstrates a commitment to safeguard and promote the welfare of children and young people 

· Ability to carry out the physical requirements of the role (i.e. manual handling)

· Ability to travel efficiently around the UK in order to carry out duties

· Ability to accommodate unsociable hours

· Ability to accommodate occasional/permanent home-working 
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