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	Job Title
	Business Change Officer

	Grade
	C

	Function
	Change & Improvement - Project Delivery and Change

	Job Purpose
	This role will play an important role in the Business Change team to promote and deliver a wide range of changes that are both diverse and complex in nature. This is a high-profile role that offers the opportunity to lead discrete initiatives, to work autonomously, take responsibility for identifying and owning your objectives and to work with a variety of stakeholders of all levels and skills. It therefore provides a good basis for development.

	Accountabilities and Responsibilities
	1. To attend, contribute and provide administrative support to internal project delivery and change meetings, arranging, facilitating, and leading meetings and workshops as required.
2. Supporting implementation and delivery of the Project delivery and business change team’s work in line with CQC values and strategic objectives.
3. Support the business change activity and deliverables including change strategy, change plans, change impact assessment, stakeholder analysis, communications, learning, business readiness analysis, pre and post go-live support. 
4. Support the Business Change Manager and/or Project Manager in preparing and updating change plans. 
5. Leads discrete business change activity for project initiatives and workstreams.
6. Work with projects to support the delivery of the business case benefits and outcomes required. 
7. Understanding the impact on stakeholders to improve the likelihood of their adoption of the change.
8. Engages with stakeholders to collate information to inform the stakeholder engagement plan, may be a point of contact for nominated stakeholders.
9. Support building an effective change champion network to advocate and help facilitate the change. 
10. Supports the assurance activity relating to Business Change activity and manage the co-ordination of issues, risks and any other documents that require control.
11. Ensure consistency with Business Change best practice and standards for all projects they are supporting. Action and escalate to senior managers where necessary. 
12. Support the Business Change Manager partnering with the Communication and Engagement team to deliver successful communication and engagement activities in relation to a change initiative, ensuring colleagues know what is happening, when and how they will be impacted and what actions they need to take.  
13. Support the Business Change Manager partnering with the Academy to ensure all learning needs are understood, planned, developed, and delivered and that colleagues have the knowledge and skills to successfully transition to the new ways of working. 
14. Support the Business Change Manager with updating the business readiness criteria before implementation, establishing, and implementing mechanisms to measure success and benefits, ensuring change adoption is tracked. 
15. Design, develop, update, and publish improvement and Business Change progress reports for projects in a way consistent with Business Change standards and policies. Review, action and escalate the report outputs and any risks identified.
16. Identifies and analyses data for progress reporting across Business Change projects, including but not limited to; status, resources, plans, finances, KPI’s, outcomes, costs, and reviews.
17. Is a visible advocate of the Business Change best practice and methodology and projects. Positively guides team members/stakeholders through business change project management processes and tools. Emphasises and ensures consistency of approach across all projects and areas within CQC.
18. Build and maintain professional relationships with delivery partners and key stakeholders, both internally and externally
19. Support the Project delivery & business change team with communications and engagement including team pages, intranet, and SharePoint pages.
20. Role models inclusive behaviours in everyday interactions. 
21. Promotes a culture of respect and fairness and understands personal responsibilities around delivering against CQC diversity and inclusion strategy. 
22. Demonstrate competence and supports others to achieve behavioural excellence through our Success Profiles (Success Profiles (cqc.local)) ensuring yourself and those you work with are the best that they can be.
23. Role models and supports others to instil our values into everything that we do.

	Skills and experience
	Essential:
24. Solid experience of working on large, or cross-function, programmes, or projects.
25. Experience leading a change project/programme and/or within their own operational area.
26. Ability to recognise, understand and manage change resistance and an understanding of how people go through change and the change process.
27. Knowledge and experience of business change techniques and methodologies
28. Familiarity and experience with project management approaches, tools, and phase of the project lifecycles
29. Knowledge of the business environment and direct business experience - in particular, an understanding of the management structures, politics and culture of the organisation owning the programme
30. Have effective communication skills and the ability to clearly articulate messages to a variety of audiences and stakeholders, both internal and external to CQC
31. Collaborative approach to working with the ability to establish and maintain strong working relationships.
32. Tenacious, with an eye for detail and able to demonstrate a first-class ability to pre-empt and solve problems.
33. Excellent analysis and problem-solving skills. Incudes the ability to think outside current standard thinking, or approach (‘outside the box’)
34. Experience of identifying, assessing, and managing risks and issues.
35. Demonstrable experience of identifying, assessing, and managing risks and issues, escalating these where necessary
Qualifications:
· APMG Change Management Foundation
· APM Project Fundamentals Introduction to Project Delivery

	Values & Behaviours
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.
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