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	Job Title
	Planning & Assurance Officer

	Job Purpose
	Support the Directorate Manager with the delivery of key programmes of activity and business on behalf of the Executive Director and Director Group, ensuring that the overall service and support provided offers effective outputs within agreed timescales 

	Accountabilities
	· Lead key activities for individual business units of the Directorate and provide overall reporting and monitoring updates to the Directorate Manager, escalating any risks and issues that cannot be resolved within the business unit

· Support the Directorate Manager with monitoring and reporting of performance management against the overall directorate business plan through day to day management of individual business unit plans and cross-directorate through effective local reporting of performance
· Support the annual budget setting process for the Directorate by leading the activity for individual business units, identifying potential cost savings, budget spend issues, actions and options remove and/or minimise the associated risks
· Represent or act on behalf of your Directorate Manager at meetings with internal and external stakeholders, as requested

· Responsible for the provision of management information as requested to support the Directorate management teams 
· Deliver the management assurance process on behalf of the directorate business units, managing audit actions where required
· Work with the Directorate Manager to manage the Directorate risk register by capturing and qualifying business risks and issues, seeking early resolution, mitigation or escalation 
· Maintain visibility of risks and issues on the corporate register which could have an impact on your own or other directorates, acting on information appropriately

· Maintain records demonstrating and ensuring compliance with governance and assurance standards surrounding all Directorate business activity, providing Directorate with advice and direction to enable adherence 

· Liaise with HR teams, following appropriate procedures and policies to ensure that staff records are accurate
· Collate and supply information in agreed formats relating to mandatory data returns for wider corporate or Directorate reporting  (e.g. establishment, sickness stats, mandatory training) 

· Compile senior management team papers and business case submissions as required, including, where appropriate, a statement of affordability supportive of all proposed activities

· Oversee the production of a wide range of reports, papers, presentations and briefings to support business meetings efficiently
· Oversee and support the delivery of continuous improvement initiatives within your Directorate, by leading improvement projects where appropriate, or collating all actions undertaken to enable demonstration of the improvements and progress made
· Oversee complex procurement activity and support others through CQC’s procurement processes

· Lead and manage the Directorate Support Team, including the support to Directors and Heads of Function

· All duties commensurate with your role and responsibilities
· Undertake all mandatory and other identified training to support own development  

· Maintain an understanding and awareness of CQC policies and procedures and ensure consistent application and promotion of these in everyday practices  

· Actively contribute to Performance Management and Review process by ensuring attendance at performance conversations and that appropriate documentation is completed  

· Demonstrate application of CQC Values and Behaviours in all interactions, raising awareness and improving practice in respect of Equality and Diversity and promotion of Human Rights within the workplace 

	Specific skills and experience
	Essential

· Educated to degree or equivalent qualification level, or ability to demonstrate appropriate operational experience

· Able to demonstrate an understanding of CQC and explain links with other associated organisations

· Financial awareness and management - experience of budget setting, financial controls, workforce planning and forecasting
· Ability to understand and present complex financial and workforce data in various formats to inform effective planning and decisions

· Experience of handling management information and using it to effect change and improvement

· Experience of implementing policies and procedures as applied to a variety of business management disciplines

· Effective influencing skills, able to demonstrate previous experience of successful collaborative working

· Ability to build positive professional strong relationships with internal and external stakeholders, ranging from own team to senior managers and directors
· Ability to lead and manage a team ensuring effective delivery of support functions

· Excellent written and verbal communication skills

· Strong organisational and planning skills 

· Adaptable to changing priorities and demands and able to work under pressure to meet deadlines within a fluid working environment
· Excellent IT skills particularly in the use of Word, Excel, PowerPoint and Outlook

· Has knowledge and understanding of CQC’s role within the health and social care environment

Desirable
· Experience of working within management assurance, risk management, change management and corporate governance frameworks
· Experience of delivery within an analytical role

	Values 
Excellence

In my work for CQC:

· I set high standards for myself and others, and take accountability for results

· I am ambitious to improve and innovate

· I encourage improvement through continuous learning,

· I make best use of people’s time, and recognise the valuable contribution of others   
Caring

In my work for CQC:

· I am committed to making a positive difference to people’s lives

· I treat everyone with dignity and respect 

· I am thoughtful and listen to others

· I actively support the well-being of others

Integrity 

In my work for CQC:

· I will do the right thing

· I ensure my actions reflect my words

· I am fair and open to challenge and have the courage to challenge others

· I positively contribute to building trust with the public, colleagues and partners

Teamwork

In my work for CQC:

· I provide high support and high challenge for my colleagues

· I understand the impact my work has on others and how their work affects me

· I recognise that we can’t do this alone

· I am adaptable to the changing needs of others


