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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Graduate Management Trainee


	Service:
	Strategy and Corporate Services


	Team:
	HR


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Learning and Development Manager in HR


	
	

	Our Organisational Values 

	Collaboration
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	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.


	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.



	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.


	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.




	Purpose of the Role and Main Duties 

	
Over a number of placements with different teams across 2 years, you will gain knowledge and understanding of how we work at Waverley to serve our local community.  
Your placements will support you to develop excellent transferable skills which will help you to contribute to the success of our organisation.  
Allow you to realise your leadership potential in a fulfilling and rapidly changing public sector environment.  
To contribute to continuous improvement and the achievement of best value. 
Comply with all Health and Safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required.  
· To enable you to learn and develop from the expertise of your colleagues, office attendance is required, with review after the first 6 months. 

About your placements:
You and your line manager will identify and agree placements around the organisation based on operational need and, where possible, your own interests and strengths.  Typically placements will last up to 6 months.  
Placements will support you to take advantage of opportunities to network with senior colleagues and councillors. 
The variety of placements will give you the opportunity to create valuable connections with different teams across the organisation.
Throughout your placements, you will be expected to research, present ideas and concepts to colleages and councillors to deliver high quality work, sometimes within short time scales and under pressure.
The role is high profile and at times you will be working with senior management and other organisations to deliver business transformation projects.
As part of your role you will be expected to carry out the responsibilities of each placement as agreed with your line manager, delivering agreed outcomes to agreed timescales.

Our Apprenticeship Scheme:
We are fully committed to the national apprenticeship scheme and you will play a key role in the recruitment of our apprentices.  
You will have the opportunity to develop your interviewing skills by managing the apprentice and graduate management trainee recruitment processes, as well as mentoring successful candidates for the duration of their apprenticeship or traineeship.  
You will have the opportunity to develop your leadership skills by managing the Apprentice Management Team (AMT), who meet on a regular basis to discuss how to best support our apprentices and discuss their progress.
Support the Learning and Development Manager to encourage colleagues to take advantage of funding available from the Apprenticeship Levy to complete a qualification specific to their role.  

Corporate Networks:
You will have the opportunity to be involved in different networks, staff social events and fundraisers across the organisation.
These may include the Wellbeing Group, Corporate Equalities Group, Young Employee Network as well as the Health and Safety Group. 
You will have the opportunity to be involved in encouraging people to work in local government by attending Careers Fairs across the borough.  

	Customers and Contacts

	Internal
All council staff including Joint Assistant Directors and Joint Leadership Team.
Elected members of the Council (Councillors).
External
Residents and community groups.
Officers of neighbouring local authorities and Surrey County Council.
Contractors and external service providers.
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	Service/Team Structure



PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience
	Minimum 2:1 degree in any subject
	A/C
	 
	

	Knowledge /Technical Skills

	Good IT skills (preferably Word, Excel, PowerPoint, updating web pages and Sharepoint).

	A/I
	Knowledge of Safeguarding

	A/I

	
	Problem solving using innovation and creativity to identify, analyse and interpret relevant information from a range of sources.
	A/I
	An understanding of key leadership styles and how these can be applied in the current context of leading local government through times of unprecedented change.
	I

	Communication

	Ability to communicate persuasively with confidence both orally and in writing.

	A/I/E
	
	

	
	Ability to influence and choose the most appropriate style of communication to fit the audience
	A/I/E
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	Understanding of the leadership role local government has through local democracy, community engagement, commissioning, partnerships, and direct interventions.



	A/I

	
	The ability to understand the needs of a local community in the current policy context.
	A/I
	
	

	Team Working


	The ability to operate effectively with others and demonstrate an understanding of diversity, political sensitivity, and emotional intelligence.
	A/I
	
	

	
	To be able to bring people together in order to lead change and meet customer/stakeholder expectations on time and within cost constraints
	A/I
	
	

	Managing self and others

	The ability to manage time and prioritise work effectively to achieve objectives and deliver outcomes focusing on the relevant key drivers for change.
	
A/I
	A positive approach to dealing with challenges or setbacks and to learn from all experiences and apply knowledge/ skills to better effect.
	A/I

	
	The ability to proactively seek out opportunities for personal learning and development.
	A/I
	
	

	Can do approach / Achieving results

	The ability to act on own initiative and take responsibility for decisions to achieve results.
	A/I
	The ability to look for and develop solutions. Showing an understanding of innovation and challenging the accepted methods.
	A/I

	
	Being tenatious when pursuing goals and challenging the status quo to bring about effective change.
	A/I/E
	
	

	
	Flexible and adaptable work style.
	A/I
	
	

	
Special Requirements


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
item
	A
	
	

	
	Able to attend evening meetings when required.
	A
	
	



How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


	
For Official Use only

	Job title:
	Graduate Management Trainee
	Post no:
	AA12

	Service:
	Organisational Development
	JE score:
	N/A

	Team:
	HR
	Pay band:
	National Graduate Scheme

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	2
	

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	Jon Formby
	Date:
	May 2024

	Checked in:
	HRhis…?
	Date:
	May 2024

	Last Updated:
	May 2024
	
	




Assistant Director of Strategy and Corporate Services


HR Manager


Payroll and Systems Manager


Learning and Development Manager


HR Analyst and Project Officer


HR Business Partner


HR Officer


Trainee HR Officer


HR Administrator


Graduate Management Trainee


SLP Project Manager


SLP Administrator
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