





	Job Description

	Job title:
	Policy and Performance Officer

	Service and team:
	Strategy and Performance

	Band:
Post number:
	Band 6
P02160

	Reporting to:
	Corporate Strategy and Performance Manager

	Responsible for:
	N/A

	Our Organisational Values 

	Collaboration
                [image: A black background with a black square

Description automatically generated with medium confidence]
	We know, work with and support one another.

	Wellbeing
                [image: ]
	We look after our own and others’ wellbeing.

	Trusted
                 [image: ]
	We abide by the Nolan principles of public life.

	Value for Money
               [image: ]
	We spend public money wisely and carefully.

	Professionalism
               [image: ]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.

	
Principal purpose of the team and role

	This Strategy and Performance team is responsible for developing strategic plans, monitoring risk and performance, and ensuring that the council's activities align with our long-term goals and the needs of our communities through evidence led policy making and strategic planning.
In this role you will be involved at every stage of the policy and strategy making process, from initial research and analysis to drafting policy documents and briefings, supporting services to implement strategies and strategic change, as well as monitoring performance and evaluating impact. 
The council is in partnership with Waverley Borough Council and this role will have the opportunity to collaborate with Waverley colleagues in improving practice at both councils. 

	
Areas of Accountability

	· Play a leading role in the maintenance and ongoing development of the council’s policy framework.

· Ensure that teams across the council have a good understanding of, and adhere to, key policies, strategies and frameworks, including those for risk management and performance management.  

· Support improvements to performance and data capability and capacity at the council, heightening the effectiveness of service delivery.

· Provide high levels of timely and accurate level of advice, expertise and guidance to the Joint Leadership Team and elected members on key areas within the remit of the role to achieve the council’s corporate objectives and priorities. 

· Lead by example in modelling the council’s values and behaviours, working collaboratively to deliver the council’s objectives and priorities to help build a well-managed and resilient organisation and develop our reputation as a successful council delivering great value for its residents. 


	Main duties and responsibilities

	Key duties include:
· Devolution and reorganisation. Support the council’s active shaping of the government’s devolution and reorganisation agenda in Surrey, including through supporting work in key identified workstreams.

· Creating policies and strategies. Support teams from across the council to develop and implement robust policies and strategies, harnessing input from key internal and external stakeholders as well as data and evidence from a variety of sources. 

· Data and evaluation. Take a leading role in activities to improve data capability at the council and, in particular, how data can improve service performance and outcomes through robust evaluation.

· Performance management. Support improvements to the council’s approach to performance management and key performance indicator reporting, ensuring that data, evidence and insight underpins the process. Explore means for automation, including through business intelligence tools such as PowerBI. 

· Research. Conduct comprehensive research and in-depth analysis on emerging policy issues and change that affects the council, providing insightful recommendations that shape changes to service delivery. Maintain a close understanding of changes in local and national policy, summarising the effects on the council.

· Resident and stakeholder engagement. Support the development of an engagement strategy and action plan, ensuring that the voice of residents and stakeholders shapes council services. This will require close working with all council services to ensure a strategic, joined up approach.

· Service and financial planning. Working with team members and other corporate services, support the development and implementation of integrated service and financial planning at the council, ensuring that budgets and resource allocation aligns with corporate objectives. Support the development of the council’s annual delivery plan, demonstrating key progress against corporate strategy priorities.


· Internal communications. Develop and maintain innovative means for internal communications relating to the role of the team, ensuring that staff are aware of the team’s role and the changing local and national policy context.

· Professional development. Continually seek opportunities for professional growth and development that benefits the team and wider council. Keep well informed of best practice and emerging trends in local and national policy development.

· Values and behaviours.  Uphold and promote the aims of the council’s equality and diversity policies in the course of day-to-day work.


	

Dimensions of the  team role

	Corporate Strategy 2024-2034 - Guildford Borough Council





	Customers and Contacts

	Internal
· Senior Council officers
· All council services and teams
· Elected members
External
· Stakeholders and organisations operating within the borough


	Service/Team Structure

	






PERSON SPECIFICATION
Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role. 

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

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications
	· Educated to degree level in a relevant subject area (such as public policy, social policy, research methods, history, politics etc.) or equivalent experience. 
	A,C
	· A data analysis qualification and/or certification in tools such as PowerBI, SQL, DAX etc. 
· A project or change management qualification (e.g. PRINCE2, MSP, Agile, APMG, etc.). 
	A, C

	Knowledge
	· In depth knowledge of the structure, role and functions of local government.
· Comprehensive knowledge of how a local authority operates, including the roles and responsibilities of councillors, officers and committees, as well as decision-making processes.
· Expertise in developing, analysing, and evaluating policies, with a strong grasp of policy-making processes and the ability to apply evidence-based approaches to policy development.
· Proficiency in conducting research and data analysis to inform policy decisions and the shaping of services, including the ability to interpret complex data and present findings clearly.
· Understanding of stakeholder engagement strategies and techniques, with the ability to build and maintain effective relationships with a diverse range of stakeholders.
· A strong understanding of how to leverage data for decision-making, including the ability to use data analytics tools and methodologies to derive actionable insight.
· Knowledge of data management practices, including data collection, storage, and governance, ensuring data integrity and security.
· Strong communication skills, including the ability to convey complex policy information in an accessible and compelling manner to various audiences.
	A, E, I

	· A good working knowledge of project management principles and practices, including the ability to plan, execute, and monitor policy-related projects effectively.
	A, E, I

	Experience
	· Demonstrable experience in developing, implementing, and evaluating policies within a local government or public sector environment, translating the analysis into action.
· Experience in engaging with a diverse range of stakeholders to shape policy development and implementation and build consensus on desired outcomes and approaches to achieve them.
· Experience in carrying out research to inform policy development.
· Experience in identifying, assessing, and managing risks associated with policy initiatives, including the development of risk mitigation strategies.
· A good level of familiarity with budget setting and annual service planning processes.
· Experience in conveying complex policy information to various audiences, including the public, senior officers and elected members.
	A, E, I
	· A background in managing projects to a defined methodology.
· Experience in leading improvements in data proficiency and practice.
	A, E, I

	Skills

	Technical skills

	· Policy development and design.
· Stakeholder engagement and management.
· Data analysis and presentation.
· Ability to quickly develop an understanding of current and emerging themes and to ensure that these are taken into consideration in all policy, strategy and research work.
	A, E, I
	
	A, E, I

	Communication skills

	· Clear and effective written and verbal communication, appropriately tailored for different audiences.
· Strong interpersonal skills.
· Understanding of the use of communications as a strategic tool.
	A, E, I
	
	A, E, I

	Team Working skills

	· Ability to work well in teams in matrix environments.
	A, E, I
	
	A, E, I

	Customer Service skills

	· Provide an exceptional policy function, supporting all council services as well as elected members.
	A, E, I
	
	A, E, I

	Organisational skills
	· Management of a diverse, wide ranging portfolio of work with conflicting priorities and deadlines.
· Is able to evidence ability to self-manage, set timescales and achieve by target dates.
	A, E, I
	
	A, E, I

	
	• A commitment to equality and diversity
· Evidence of continued professional and personal development.
	
	
	

	
	
	
	
	

	
	
	
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST
	· A requirement to attend evening meetings
	
	
	




Behavioural competencies 

	This section details the level of competency required to carry out this role (please see below for an overview of the framework and refer to the full Organisational Culture Framework - Guildford Borough Council Intranet  for clarification where needed).
	Level

	Embraces change
	3

	Innovation and creative thinking
	2

	Effective communication
	3

	Customer focus
	3

	Problem solving and decision making
	3

	Focus on efficiency
	2

	Performance and learning
	2

	Team working
	3

	Builds relationships
	3

	Commitment to the organisation
	3
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	Date:
	

	Checked in:
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	Last Updated:
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	Guildford Borough Council behavioural competencies

	Cluster
	Transformation
Forward looking.  The focus on our ability to respond to ever changing needs of our customers and bring about new ideas to ensure value for money.
	Delivering excellence
Efficiently run.  The focus on the values and behaviours (in addition to internal systems) that ensures efficiency and effectiveness at every level across the Council.
	Our people
To ensure that individuals at all levels of the organisation are supported, committed and engaged in the pursuit of our mission and work in a collaborative manner to fulfil our objectives.

	Values
	Challenge ourselves 
We strive to improve what we do by seeking out new ways of working, encouraging innovation and enabling change.
	Customer care
 We put the customer at the heart of what we do by engaging in clear, honest, and meaningful communications to deliver professional services shaped around their needs.
	Quality focus
With customer insight, we provide high-quality services and find ways to improve.  We aim to get things right first time, drive out waste and exceed expectations whenever possible.
	Organisational learning
We strive to create a work environment where everyone is valued, trusted, and supported.  We encourage and facilitate growth and learning at individual, team, and organisational levels.
	One Council
We work together collaboratively, recognising that we are one organisation, working to achieve a common mission.


	Behavioural competencies
	Embraces change
Has a positive attitude to change, adapts to meet new challenges,  and introduces changes to improve organisational performance.
	Innovation and creative thinking
Proactively generates and develops innovative ideas, opportunities or improvements in order to meet organisational objectives more efficiently and effectively.
	Customer focus
Puts the customer first, builds effective relationships and seeks feedback to address their needs.
	Problem solving and decision making
Understands and analyses issues in order to identify the most appropriate solutions.  Makes effective decisions based on thorough analysis and the needs of the organisation.
	Performance and learning
Demonstrates personal commitment to meet agreed performance standards and objectives.  Learns from experience and takes responsibility for identifying and addressing personal development needs.
	Team working
Proactively cooperates and interacts with colleagues, internal and external partners across the Council.  Encourages others to develop a collaborative approach to share information, knowledge, and ideas.  

	
	Effective communication
Communicates effectively.  Uses communication methods and standards, together with well-reasoned arguments to convince and persuade where necessary.
	Focus on efficiency
Meets or exceeds the Council’s standards by monitoring the quality of own work, team or service delivery.  Continually looks for areas of improvement to ensure efficiency, effectiveness, and value for money.
	Builds relationships
Presents a professional image; uses interpersonal skills to form positive and productive working relationships within and beyond the organisation.
	Commitment to the organisation
Consistently supports and demonstrates an understanding of and commitment to the Council’s vision and values.  Acts with integrity and accountability.  
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Assistant Director, Strategy and Corporate Services


Corporate Strategy and Performance Manager


Policy Officer


Policy Officer


Policy Officer


Policy and Performance Officer (vacant)


PMO Officer
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