
 

Decision under Delegated Powers 
 
 

Officer Requesting Decision (if necessary) 
 
Improvement and Organisational Development Manager 
 
Officer Making the Decision 
 
Head of Strategic Support  
 
Recommendation  
 
That in line with HR recommendations, the 37-hour post of Corporate 
Improvement and Policy Officer, M206, be re-graded from PO2 to PO3 with 
effect from 1st July 2013. 
 
Reason 
 
Following a recent Personal review it was agreed that the Job Description for 
this post needed amending to fully reflect the responsibilities of the role.  
Following a revision of the Job Description and the Person Specification and a 
subsequent Job Evaluation by HR the post has been re-graded as a PO3 
from an PO2. 
 
Authority for Decision 
 
Authorisation of changes to the establishment, within budget and without 
major service or policy implications, is delegated to the Chief Executive (Item 
6 on page 3-25 of the Constitution). This has been further sub-delegated by 
the Chief Executive to Heads of Service in certain circumstances (DD ref 28 
11/12).  These proposals fall within the limit of the authority of the relevant 
Head of Service. 
 
Decision and Date    
         
Approved. 
 
         
 
 
 

19/06/2013

X A R Ward

Adrian Ward

Head of Strategic Support

Signed by: Ward Adrian  



Background 
 
The Improvement and Organisational Development Team, including 
communications, was established in October 2011 as part of the Senior 
Management Review.  The Corporate Improvement and Policy Officer role 
was created to management the organisations Performance Management 
system and support projects and corporate initiatives. 
 
It has become apparent during the last 20 months that the emphasis of this 
role has changed.   The majority of work undertaken by the role is managing 
corporate projects and delivering corporate initiatives.  In order to do this the 
role has to be autonomous with minimal oversight by the manager who also 
delivers corporate projects and initiatives as well as managing the 
Improvement and Organisational Development Team.  Therefore the role 
must be self-sufficient and capable of delivering projects including the creation 
of project initiation documents and plans, liaising with staff at all levels, but 
particularly Directors and Heads of Services, and presenting to SMT, CMT 
Cabinet and member panels on a regular basis.  
 
Therefore the job description and person specification have been amended to 
reflect these changes. 
 
Comments from HR 
 
HR Advisor:    Pet Rose 
 
Summary of Comments from HR: HR have confirmed that the job evaluation 
for the amended job description and person specification re-graded the role 
as PO3 from PO2. 
 
HR seen recommendations (both draft and final, if amended): Y 
 
Financial Implications 
 
The maximum cost of re-grading 37 hour post M206 from PO2 (Scp 39-42) to 
PO3 (Scp 43-46) is calculated as £4,800.  The on-going virement to cover this 
is to come from the Public Consultation budget (D0615) on cost centre A200 
(Improvement and Organisational Development). 
 
Full-time Posts M206 and M203 (Improvement and Organisational 
Development Manager) are currently on Salary Protection until October 2014.  
The funding of this for the 6 months from April-October 2014 is calculated at 
£8,400 and will be met from within the Strategic Support Service Area budget 
to be set for 2014/15. 
 
Risk Management 
 
No specific risks have been identified. 
 



Risk Identified Likelihood Impact Risk Management Actions 
Planned 

None identified    

    

 
 
Key Decision:    No 
 
 
Background Papers: M206 - Corporate Improvement Policy 

Officer JD  
M206 - Corporate Improvement Policy 
Officer PS  
M206 - Corporate Improvement Policy 
Officer JD June 2013 V1 

 M206 - Corporate Improvement Policy 
Officer PS June 2013 v1 



    

JOB DESCRIPTION (ORIGINAL) 
 

 
Job Title: Corporate Improvement & Policy 
Officer   

 
Grade:  PO2 

 
Division: Strategic Support 

 
Accountable to: Improvement & 
Organisational Development Manager 

 
Current Postholder:  

 
Responsible for:  
Improvement Support Officer 
 

 
Post No: M206 

 

 

 

Purpose of Job: 
 
To support development and delivery of corporate policies and strategies, and to support the 
Council’s corporate performance management framework. 
 
 
Key Duties and Responsibilities 
 

1. To develop and support the Council’s corporate performance management 
framework      

 
2. To supervise the work of the Performance Support Assistant in administering the TEN 

software system, and supporting users of the system    
 

3. To produce regular management information and analysis for managers and for 
Members in relation to the performance management indicators and targets 

 
4. To advise and support managers on performance management issues and the 

development of suitable performance measures, indicators, and targets   
 

5. To monitor and identify ongoing national and best practice developments relating to 
local government performance and policies issues, and to ensure these are 
responded to appropriately  

 
6. To assist in the development of corporate policies and strategies, including advising 

on appropriate mechanisms to monitor and evidence delivery of results, and 
consulting with residents and other key stakeholders as appropriate     

 
7. To assist in developing and supporting service and team planning processes   

 
8. Advising on, and supporting the undertaking of service and value for money reviews   

 
9. Supporting other corporate projects and initiatives when required, including the 

provision of change management and project management advice, under the direction 
of the Improvement & Organisational Development Manager    

 
10. As a term of your employment you can be required to undertake such other duties 

commensurate with your grade, and/or hours of work, as may reasonably be required 
of you at your initial place of work or at any other of the Council’s establishments. 

 
Note: 
 



This job description outlines the main duties and responsibilities of the position and is designed 
for the benefit of both the postholder and the Council in understanding the prime functions of the 
post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and 
requirements associated with and covered by the grading of the post. 
 
This job description is current at June 2011. 
 
Management have the right to vary the duties after consultation with you. 
 
 
 
 
Agreed 
 
 
 
 
 
Human Resources Adviso 



Charnwood Borough Council – Person Specification (ORIGINAL) 
 
Post: M206 Corporate Improvement &Policy Officer Service Unit: Strategic 
Support    
                  
Grade: PO2     Section: 

Improvement & Organisational                        
Development  

 

 
CRITERIA 
 

 
ESSENTIAL 

 
DESIRABLE 

 
HOW 

IDENTIFIED 

Experience 
 
 
 

1. Experience in one or more relevant 
fields, preferably in a public sector 
context (performance management, 
policy and strategy development, or 
project / programme management) 
 

2. Staff management experience Application 
Form and 
Interview 

Specialist 
Knowledge and 
Skills 

1. Understanding of current challenges 
and developments relevant to local 
government 
 
2. Computer literate (including 
proficiency in using email, word 
processing, spreadsheets and the 
internet) 
 

  
 
 
 

Application 
Form and 
Interview 

Qualifications 1. Educated to degree level or 
equivalent 

2. Relevant qualification or degree 
(research related, policy 
development, performance 
management, or project / 
programme management)  

Application 
Form and 
Certificates 

Interpersonal Skills 
 
 
 

1.  Good verbal communication and 
report writing skills 
 
2. Able to work under own initiative and 
also as part of a team 
 
3. Ability to build good working 
relationships with colleagues and 
elected Members 
 

4. Excellent presentation skills, 
including use of MS Powerpoint   

Application 
form, 
Interview, Test 
and 
References 

Disposition/Attitude 1. Customer Focused – able to prioritise 
the needs and requirements of our 
customers and continually ask ‘how can 
we make it better?’ 
 

 Interview 
 

Personal 
Circumstances 
 

1. Ability to work flexibly in order to meet  
deadlines 

 Interview  

 



JOB DESCRIPTION (REVISED) 
 

 
Job Title: Corporate Improvement & 
Policy Officer   

 
Grade:  PO3 

 
Division: Strategic Support 

 
Accountable to: Improvement & 
Organisational Development Manager 

 
Current Postholder: Helen Gretton 

 
Responsible for:  
Improvement Support Officer 
 

 
Post No: M206 

 

 
 
Purpose of Job: 
 
To provide project management support to corporate projects, to support the 
development and delivery of corporate policies and strategies, and to support the 
Council’s corporate performance management framework. 
 
 
Key Duties and Responsibilities 
 

1. To provide Project Support to Corporate Projects (including developing project 
initiation documents, detailed plans and providing accurate management 
reports on progress) 
 

2. To develop and support the Council’s corporate performance management 
framework   

  
3. To develop Business Planning processes and produce the Corporate 

Business Plan 
 

4.  To advise and support managers on Performance Management issues and 
the development of suitable performance measures, indicators, and targets 
and to produce regular management information and analysis for managers 
and for Members 
 

5. To supervise the work of the Performance Support Assistant in administering 
the TEN software system, and supporting users of the system    

 
 
 

6. To monitor and identify ongoing national and best practice developments 
relating to local government performance and policies issues, and to ensure 
these are responded to appropriately 
 

7. To coordinate the development of the Corporate Plan, including advising on 
appropriate mechanisms to monitor and evidence delivery of results through 
the production of an annual report  

 



8. To support the development of corporate policies and strategies, including 
consulting with residents and other key stakeholders as appropriate     

 
 

9. To support and deliver corporate initiatives, including the provision of change 
management and project management advice 
 

10. To undertake, advise on and support  service and value for money reviews   
 
 

11. As a term of your employment you can be required to undertake such other 
duties commensurate with your grade, and/or hours of work, as may 
reasonably be required of you at your initial place of work or at any other of 
the Council’s establishments. 

 
Note: 
 
This job description outlines the main duties and responsibilities of the position and is designed 
for the benefit of both the postholder and the Council in understanding the prime functions of the 
post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and 
requirements associated with and covered by the grading of the post. 
 
This job description is current at June 2011. 
 
Management have the right to vary the duties after consultation with you. 
 
 
 
 
Agreed 
 
 
 
 
 
Human Resources Advisor 



Charnwood Borough Council – Person Specification (REVISED) 
 
Post: M206 Corporate Improvement &Policy Officer Service Unit: Strategic 
Support    
                  
Grade: PO3 Section: Improvement & 

Organisational                        
Development  

 

 
CRITERIA 
 

 
ESSENTIAL 

 
DESIRABLE 

 
HOW 

IDENTIFIED 

Experience 
 
 
 

1. Experience in one or more 
relevant fields, preferably in a 
public sector context (project / 
programme management or 
developing strategies/policies or 
advising management on 
complex issues) 

 

2. Staff management 
experience 

3. Performance management 
experience 

Application 
Form and 
Interview 

Specialist 
Knowledge and 
Skills 

1.  
 
1.Project management methodology, 
processes and standards 
 
2.Local Government structure including 
policy framework and inter relationships 
of stakeholders. 
 
3.Understanding of current challenges 
and developments relevant to local 
government 
 
4. Computer literate (including 
proficiency in using email, word 
processing, spreadsheets and the 
internet) 

  
 
 
 

Application 
Form and 
Interview 

Qualifications 1. Educated to degree level or 
equivalent 

2. Relevant qualification or degree 
(research related, policy 
development, performance 
management, or project / 
programme management)  

Application 
Form and 
Certificates 

Interpersonal Skills 
 
 
 

1.  Verbal communication including 
excellent interpersonal skills and an 
ability to negotiate, persuade and 
influence. 
 
2. Producing clear and concise written 
communications  
 
3. Ability to build and manage good 
working relationships with colleagues 
and elected Members  
 
4.Able to work under own initiative and 
also as part of a team 

4. Excellent presentation skills, 
including use of MS Powerpoint   

Application 
form, 
Interview, Test 
and 
References 



 
CRITERIA 
 

 
ESSENTIAL 

 
DESIRABLE 

 
HOW 

IDENTIFIED 

 
5.Prioritising and managing a heavy 
workload whilst delivering quality results 
to tight deadlines 
 
3.  
 

Disposition/Attitude 1. Customer Focused – able to prioritise 
the needs and requirements of our 
customers and continually ask ‘how can 
we make it better?’ 
 

 Interview 
 

Personal 
Circumstances 
 

1. Ability to work flexibly in order to meet  
deadlines 

 Interview  

 


