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PERSON SPECIFICATION
Job Title: Business Support Operational Manager
Service:   Business Support
Role Profile reference: BS6
	Essential Requirements
	Method of Assessment

	Experience/Education/Training

Experience of managing and leading a team, including providing direction, influencing others towards meeting shared goals and empower, inspire and motivate individuals
Experience of working effectively within a busy, fast paced team environment

Experience of working in a changing environment, including changes in colleagues and settings

Experience of preparing reports
Experience of introducing new ways of working, particularly adopting innovative and flexible methods

Experience of making effective decisions which balance competing objectives and resources

Experience of effectively using a PC to prepare documents, record information or input data

To demonstrate the Council’s values.

	Application Form /
Interview


	Skills/knowledge and Ability
Be able to provide excellent customer service by being able to delight customers and deliver high quality tailored services to meet needs and exceed expectations.
Be able to communicate effectively verbally, in person or over the telephone, and in writing to share and obtain information.
Ability to listen to others to assess requirements in order to respond appropriately and efficiently
Good time management skills with the ability to work to often tight and competing deadlines 

Good self-management skills 
Able to make decisions and reach conclusions.
Good inter-personal skills and ability to integrate and develop good relationships within a team

Ability to take a long-term view, set goals and evaluate the impact of ideas and policy decisions

Ability to be creative in working through problems and making decisions

Ability to develop or have knowledge of administration systems and procedures


	Application Form /
Interview


	Work Related Circumstances 
There is an element of travel associated with this post; applicants must be prepared to satisfy this requirement by use of their own transport.
Applicants must be prepared to undertake agile working from time to time.
Commitment to Equal Opportunities.

Compliance with Health and safety rules, regulations and legislation.


	Application Form /
Interview
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