Surrey Heath Borough Council
Role Profile

	Role Title:
	Organisational Development Officer

	Service:
	Organisational Development

	Location:
	Surrey Heath House, Knoll Road, Camberley, Surrey. GU15 3HD

	Reporting To:
	Organisational Development Manager



	Role Purpose:
Why the role exists and its contribution
	· To support the Council to achieve its objectives by ensuring effective development of the workforce through a culture of learning, development and talent management.

	Main duties and accountabilities
	· To provide advice and take the lead in learning, development and talent management projects, with direction from the OD Manager, implementing strategy as appropriate.  
· To take the lead on organisational development and culture change projects, with assistance from the OD Manager, to support the achievement of Council’s wider objectives in its Five Year Strategy.
· To assist in the development and implementation of an annual Corporate Training Programme, including mandatory training and induction for new staff. 
· To represent the Council at the Surrey Learn Partnership (SLP), for the co-ordination, research, development and implementation of effective L&D opportunities undertaken within the Council and across the Surrey local authorities.  
· To negotiate with suppliers to ensure cost effective, quality L&D provision.
· To ensure that meaningful evaluation and monitoring takes place with a view to obtaining best value and the continuous improvement of L&D opportunities.
· To assist with the running and growth of a number of the Council’s talent management initiatives including apprenticeships and internships. 
· To act as system administrator, together with the Performance Officer, for the Council’s e-learning system, and ensure quality training records are kept.  
· To provide wider Organisational Development support as required, to help ensure the Council continually improves and achieves its strategic aims and objectives.



	Financial Accountability

	· Procurement of learning and development activities to achieve good outcomes and value for the Council.
· Assist with the monitoring of L&D budgets and the Council’s apprenticeship levy.

	Initiative & Independent Action

	· There is significant scope within the role to prepare creative solutions. The post will therefore need to operate with a wide mandate to develop new solutions.
· The post has a remit to drive through change improvement that may create challenging issues which the postholder will be required to resolve with the support of the OD Manager.

	Impact upon the Organisation & the Community
	· To assist the OD Manager in the effective management of the Council’s learning, development and talent management approach and initiatives.

	Management & Supervisory Responsibilities
	· No formal management responsibility but the postholder will assist with the recruitment, induction and support of staff such as interns and apprentices.  There will be an opportunity to receive more formal training as a mentor.

	Customers and contacts

	IMPORTANT INTERNAL RELATIONSHIPS: Corporate Management Team, service team managers and officers across the Authority at all levels including graduate trainees, interns and apprentices.
IMPORTANT EXTERNAL RELATIONSHIPS: Relevant government departments, strategic partners, other local authorities, training providers, job applicants.







Role Title
Person Specification

	
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	Qualifications and Training
	
	
	

	Strong levels of literacy and good numerical ability
	E
	x
	

	CIPD qualification or equivalent qualification / work experience
	E
	x
	

	Educated to at least A-Level level or equivalent
	D
	x
	

	Experience of working in an HR environment
	D
	x
	

	Knowledge and Experience

	
	
	

	Knowledge of planning & implementing learning programmes 
	E
	x
	x

	Awareness of academic/vocational qualification levels  
	E
	x
	x

	Ability to research L&D and culture change schemes & initiatives, assessing suitability for the Council
	E
	x
	x

	Ability to interpret Council learning and development requirements into deliverable activities
	E
	x
	x

	Ability to monitor, review and evaluate learning activities
	E
	x
	x

	Ability to communicate with all staff with the Council.
	E
	x
	x

	Excellent organisational planning and time management skills.
	E
	x
	x

	Ability to modernise and assist with driving through a programme of change
	E
	x
	x

	Ability to analyse data accurately and present it to various audiences
	E
	
	x

	Experience of working with online training and/or HR systems, and ability to act as a systems administrator, with training and support from the Performance Officer & OD Manager
	E
	x
	x

	Skills and Relations with People

	
	
	

	Ability to assist and articulate change management and improvement processes.
	E
	x
	x

	Ability to work with teams across the council .
	E
	x
	x

	Ability to establish and maintain high performance standards, and hold self and others to account for their performance.
	E
	x
	x

	Be an ambassador for the Council e.g. during recruitment exercises and during partnership meeting
	E
	x
	x

	Strong sense of organisational awareness and emotional intelligence.
	E
	x
	x

	Creativity and Innovation
	
	
	

	Ability to adapt and implement innovative approaches to problem solving and  improvement.
	E
	x
	x

	Ability to promote a learning culture within the service, and ensure that key learning is identified, captured, shared and applied with the Council.
	E
	x
	x

	The ability to drive forward projects will require creativity to develop project solutions to resolve new unpredictable problems.
	E
	x
	x

	Assist with creating tailored solutions for the delivery of learning, development and talent management initiatives. 
	E
	x
	x

	Ability to devise approaches and solutions that are simple, engaging, sustainable and achieve buy in from staff across the organisation.
	E
	x
	x

	Financial Accountability
	
	
	

	Ability to effectively assist with the monitoring of L&D budgets and the Council’s apprenticeship levy.
	E
	x
	x

	Experience of the procurement of learning and development activities to achieve good outcomes and value for the Council


	D
	x
	x

	Additional Requirements
	
	
	

	Required to work from Surrey Heath House in Camberley at least once a week
	E
	
	x
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