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Classification: OFFICIAL


	Job Title:
	ICT Client Liaison Officer
	Grade: 
	SLGE 12

	Department: 
	Customer and Support Services 
	Job Evaluation Ref: 
	ZZ4124

	Location:
	Helensburgh or Lochgilphead
	Occupation Code:
	7219/98

	Reporting To:
	ICT Projects & Liaison Manager
	
	



About us: 
We are committed to creating a workplace where people thrive through shared purpose, collaboration, and continuous improvement. We focus on working positively with each other and delivering high-quality services for our communities. We look for colleagues who share our values and can contribute to a supportive, inclusive, and effective working environment.  

Role Purpose:  
Support the delivery of high-quality, efficient ICT services by identifying and implementing technology-led improvements, managing service levels for assigned Council services and overseeing relevant third-party ICT suppliers.

Key Tasks and Responsibilities: 
· Support service and team planning, working with colleagues across the Council to deliver efficient, effective ICT services.
· Keep up to date with IT developments and identify opportunities to improve services and achieve efficiencies through new ICT solutions.
· Develop business justifications, business cases, project mandates, scopes and outline specifications for ICT developments and small-scale application solutions.
· Provide department-specific information for corporate and cross-cutting ICT initiatives and explain their purpose and scope to the client department.
· Attend client departmental management team meetings and other relevant forums, and represent the Council on relevant external bodies or committees.
· Agree, maintain and monitor a departmental ICT Service Level Agreement based on the corporate ICT SLA, resolving or escalating service issues as appropriate.
· Manage contracts for departmental application software, maintain records in the ICT supplier database and monitor external supplier performance.
· Maintain team, project and ICT development plans, identify risks and issues early, and agree implementation timetables for major system upgrades.
· Contribute to the IT Capital Programme and plan, monitor and report project capital and revenue costs, including forecasts, spend profiles and updates to the Capital and Revenue Monitor systems.
· Provide regular project budget reports to the ICT Projects & Liaison Manager and Project Board using the ICT Projects & Liaison team standard format.
· Monitor relevant IT industry trends and report on their implications for the client department and ICT function.
· Promote ITIL as the service management framework and support effective standards, working practices, performance reporting and peer quality assurance across the ICT Service.
· Manage project resources where required and deputise for the ICT Projects & Liaison Manager when appropriate.
· Follow the Council’s health and safety policies, standards, systems and procedures, and meet any management responsibilities for staff or workers from outside bodies.
· Comply with Council regulations and procedures, including Standing Orders and Financial Regulations, and undertake other duties appropriate to the role and grade.

Person Specification:
This person specification describes the attributes of a suitable candidate for our role.  Through the recruitment and selection process we shall be looking for evidence that you understand, share and can demonstrate our behaviours and possess the essential attributes. 

	Attribute
	Criteria
	Essential or Desirable
	Stage of Selection Process Assessed

	Competencies

These are fixed for all employees and should not be removed or amended
	Level 1 and 2 

One Council One Place
Purpose and Mission Focus
Employee Empowerment
Data and Evidence Driven
Learning Council
Agile
Maximise Useful Technology
	Essential
	Application Form
Interview

	Qualifications
	HND in IT or related subject.
	Essential
	Application Form
Interview

	
	Formal Accreditation in a structured Project Management Methodology.
	Essential
	

	
	Degree in IT or related subject.
	Desirable
	Application Form
Interview

	
	ITIL foundation certificate.
	Desirable
	

	Experience
	Organising the introduction and provision of IT services to end-users involving significant engagement with key customer stakeholders as well as end-users and in particular:
	Essential
	Application Form
Interview

	
	Experience of IT tendering and contract management.
	Essential
	

	
	Experience of project management.
	Essential
	

	
	Business Case Preparation.
	Essential
	

	
	Experience of successfully promoting the adoption of new technology.
	Essential
	

	
	Experience of Prince 2 project management.
	Desirable
	Application Form
Interview

	
	Experience of the ITIL service framework.
	Desirable
	

	Knowledge and skills
	Understanding of IT industry trends and good practice in IT service delivery.
	Essential
	Application Form
Interview

	
	Understanding of IT contract management.
	Essential
	

	
	Understanding of the ITIL service framework.
	Essential
	

	
	Understanding of Prince2 methodology.
	Essential
	

	
	Able to interpret and draw conclusions from business process information.
	Essential
	

	
	Able to interpret and draw conclusions from financial information.
	Essential
	

	
	Extensive understanding of IT tendering processes and contract management.
	Desirable
	Application Form
Interview

	Professional competencies
	
	Essential
	Application Form
Interview

	Additional Requirements
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.
	Essential
	Application Form
Interview
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