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Person Specification

	Job title:

	Team Manager 

	Job Family/
Grade/Level:
	Clerical and Administrative Processing/CA5 – Grade 6

	Summary of role:
	Assisting with the processing of licensing applications within the team, dealing with queries from staff, working closely with the Licensing Office Manager and managing staff.





	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications  & training
	· Experience of licensing application processes and timescales.
	
	|X| App. Form



	Skills


	· Relevant IT skills.

· Ability to set targets, monitor and review team performance through effective management.
· Can demonstrate how to lead, develop and motivate a team of staff.


	· Able to lead initiatives to improve business processes.
· Able to manage and improve service level agreements.
· Experience of managing a team through discipline, grievance and attendance management procedures.


	|X| App. Form
|X| References
|X| Interview


	Knowledge


	· Knowledge of relevant computer software packages such as Microsoft Office (Word/excel), SAP and Northgate. 
· Demonstrates expert knowledge of processes, procedures and systems in area of operation. 
	· Core technical knowledge of the service/department.



	|X| App. Form
|X| References
|X| Interview


	Other


	· Has an ability to work alone or as part of a team.
· Shows an enthusiastic & positive manner.
· Demonstrates a flexible approach to the needs of the department/ service/council.
	Can manage difficult service interactions.
	|X| Interview

|X| App. Form 



	Competencies

	Personal Effectiveness - 
Decision Making (L1 & 2)

	Uses own knowledge and experience to assess any risks and is responsible for own decisions.
	· Involves team in helping to make decisions or plans and values people’s contributions.
· Is sensitive to others concerns and talks to them when decisions affect them.
	|X| App. Form
|X| Interview

	Providing Excellent Customer Service - 
Collaboration (L1, 2 & 3 )

	· Shares knowledge, expertise and best practice with others – within and outside of the Council.
· Builds strong relationships with colleagues and customers beyond just working together on shared tasks.
· Knows when to ask for help from colleagues or experts from both within and outside of the Council.

	Promotes the values of team working and communication and resolves conflicts as appropriate.
	|X| App. Form
|X| Interview

	Managing Change -
Planning & Delivering Change (L1 & 2)

	· Suggests ways to improve the work done and looks for ways to work more efficiently rather than harder.
· Uses what they have learnt from own and other people’s experiences.
· Regularly checks project progress against plans understanding when and why to take action.

	· Uses the skills and resources of the team to deliver.
· Actively makes changes to the way people work to improve performance.
	|X| App. Form
|X| Interview

	Leadership -
Provides Support (L1, 2 & 3)
Displays Awareness (L1& 2)
	· Ensures the team clearly understands what is expected of their performance. 
· Considers different abilities, workloads and needs when allocating work.
· Deals with good and poor performance or behaviour, in the most effective and appropriate way.
· Holds regular structured meetings with their team members, to help them with their work in progress and personal development.
· Delegates effectively and recognises when a hands on approach is required.
	· Takes account of relevant Council Strategies and policies when planning work.
· Creates a climate of accountability.
· Able to spot potential in others and acts as a coach and mentor to support career development.

	|X| App. Form
|X| Interview
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