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JOB DESCRIPTION

Job Title: 				Provision Planning Officer	
Directorate & Section/Unit: 	Education, Early Years, Inclusion and Place Planning.  Education Sufficiency and Place Planning.
Reporting to:   			Group Manager for Education Sufficiency and Place Planning
Responsible for:  			Provision Planning Analysts
Salary Grade: 			PO1
DMA Management Level:  *	Level 1 supervisor
DMA Span of Control (Direct Reports):  * 3
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job: 	

· To support the Group Manager for Education Sufficiency and Place Planning to ensure that the Council meets its statutory duties to provide sufficient high quality education and childcare provision, promote parental choice and increase diversity and inclusion in the education system.

· To review, monitor, develop, implement, and evaluate the demand and supply of education and childcare provision for Children’s Services in line with the Council’s plans, policies and procedures.				
Main Activities & Responsibilities:	
	
· To lead on analysis of education and childcare sufficiency and subsequent reviews including requirements for new and existing education and childcare provision in Worcestershire and to ensure that education and childcare reviews and projects include specific and measurable criteria in relation to value, outcomes, quality, user involvement and service standards.

· To develop relationships with education and childcare providers to ensure an understanding of the overall 'market'.  In particular to be responsible for compiling and maintaining information on the supply, location and quality of education and childcare provision and to work with service leads to develop / change the market to ensure a sufficiency of education and childcare provision is available to meet service needs.

· To lead on the processes and procedures to ensure that School Organisation and Education Planning Obligations align with Department for Education guidance.  

· To contribute to the development and maintenance of the School Organisation, Education Sufficiency and Education Planning Obligations (Section 106) policies and procedures.

· To contribute to the team’s effectiveness by developing and sharing good practice and keeping up to date with relevant professional and legal developments.

· To provide specialist advice and guidance on School Organisation, Education Sufficiency, Education Planning Obligations (Section 106) and governance arrangements to County Council members, Children’s Services Leadership, headteachers, early years leads, staff and governors in all categories of education provision in Worcestershire.

· To report the outcomes and recommendations of education and childcare sufficiency to Children’s Services Leadership, County Council members, education providers, childcare providers and other stakeholders including leading on the annual sufficiency assessments and reports.

· To support the Group Manager to direct capital investment to meet the education and childcare sufficiency needs across the County.

· To supervise the Provision Planning Analysts within the Sufficiency and Place Planning team.

· To identify and manage risks, including the development of contingency plans and mitigation strategies.

· To ensure that user considerations are fully incorporated and that where appropriate and feasible children, young people and families are engaged with and involved in developing specifications, selecting providers and monitoring and reviewing services.

· To work with service leads to develop the commissioning of education provision, aligned with the strategic direction, through effective communication, support and partnership working in relation to Early Years and Childcare, statutory school age education provision, and to meet the needs of children and young people with special educational needs and/or disabilities and, where appropriate, Post-16 education provision, including statutory, private, voluntary and/or independent sector.

· To deputise for the Group Manager Education Sufficiency and Place Planning as required.

· To chair, as necessary, appropriate project meetings and represent the council at agreed local, regional and national meetings, Boards and Forums, sharing information as appropriate.

· To maintain the highest standards of leadership and management of service staff, promoting the County Council’s 'way of working' and continuous improvement.

· May be required to lead groups of staff (6 or more) to deliver specific reviews or projects including supervision and support to staff seconded to or providing support to individual projects ensuring their continued personal and professional development, as appropriate.


Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy


Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, project staff, governors, headteachers, teachers, support and other school-based staff       

External: District & County Councils, Government agencies and departments, healthcare professionals, PCT, Police, Fire, Probation Service, educational settings, suppliers, contractors, service providers, 
statutory and voluntary organisations, service users, clients, customers, parents and pupils, members of the public, volunteers.      

Additional Information:	

· The ability to travel throughout the county, including areas where there is limited public transport and be able to reach, including but not limited to, internal and external clients and within a timely manner.

· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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PERSON SPECIFICATION


Job Title: 				Provision Planning Officer	
Directorate & Section/Unit: 	Education, Early Years, Inclusion and Place Planning.  Sufficiency and Place Planning.
Salary Grade:  			PO1



EXPERIENCE: (Of delivering outcome/objectives/service improvements etc, not just time served)

It is essential that the post holder has:
· Substantial experience of interpreting data, statistically analysing information and preparing options appraisals to inform recommendations.
· Substantial experience of understanding and implementing regulations and guidance to inform provision and organisational change.
· Significant experience of analysing current service delivery to identify areas for improvement.
· Significant relevant experience of successfully managing service reviews / projects and /or change management activity within a complex organisation or environment.
· Significant experience of presenting and reporting findings to inform recommendations within a complex system of provision, including using geospatial data and associated presentational techniques.
· Significant experience of partnership working with a wide range of service providers, ideally across both the statutory and non-statutory sectors.
· Considerable experience of building and managing stakeholder relationships.


It is desirable that the post holder has: 

· Experience of managing people including working with a range of stakeholders to deliver the required outcomes.
· Experience of building and managing relationships with Senior Managers, members of the Council and external partners.
· Experience of budget management.


KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:

· Expert knowledge and understanding in relation to education and/or childcare provision.
· Expert knowledge of applying project / change management techniques and tools.
· Expert knowledge and understanding of the factors that influence demographic change.
· Excellent organisational skills and an ability to work on own initiative. 
· Excellent IT skills, including detailed knowledge of Microsoft applications including Excel, Word and PowerPoint. 
· Excellent interpersonal / communication skills, including an ability to work with a range of people at all levels including managers and members of the public and the ability to persuade and negotiate.
· Ability to understand, interpret and adhere to legal documentation including statutory instruments.
· Ability to interpret, analyse and compare complex data and present the conclusions clearly and logically, both in writing and verbally.
· Ability to demonstrate high levels of accuracy and attention to detail.
· Able to think strategically and innovatively.
· Able to work flexibly and in a change management culture.
· Able to develop good working relationships with staff at all levels across a wide range of statutory and non-statutory organisations.
· Excellent organisation skills with an ability to prioritise workload and meet timetables.
· The ability to clearly present/explain complex theories and information in a clear and concise manner and write succinct reports.
· Commitment to equality of opportunity and the ability to demonstrate that commitment through practice and in the delivery of services.


It is desirable that the post holder has: 

· Knowledge and application of legislation relating to School Organisation.
· Knowledge and understanding of the Early Years and Childcare market, including legislative requirements relating to provision. 
· Knowledge and understanding of SEND provision, including statutory requirements. 
· Knowledge of education and childcare market management and its impact on the commissioning of education and childcare provision
· Knowledge of the funding arrangements for education and childcare provision
· Knowledge and understanding of the roles of agencies and organisations providing services to children, young people and their families. 
· Knowledge of current developments in education, social and health care.
· Knowledge of resource issues and implications of managing multi-faceted reviews and projects
· Knowledge of Section 106 Developer contributions within Local Government operations.
· Knowledge of the Freedom of Information Act.
· Knowledge of the Data Protection Act. 
· Knowledge of data systems in terms of data collection, presentation and reporting.
· Knowledge of applications including Geographical Information Systems and/or Power BI.  
· An understanding of equal opportunities and anti-discriminatory practice issues. 

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:

· A recognised project management qualification or relevant project management experience.
· A level 6 qualification or equivalent compensatory experience. 
· Evidence of further professional development, within a relevant area or able to show relevant experience e.g. Change Management, or Service reorganisation, Childcare sufficiency management.


It is desirable that the post holder has:

· Relevant management qualification or evidence of ongoing management development. 
· Power BI qualification or experience.
· GIS qualification or experience.
· A Level 1 qualification in Essential Digital Skills or evidence of excellent IT skills in Microsoft Office




ADDITIONAL INFORMATION

It is essential that the post holder has:

· Ability to travel throughout the County. 
· Ability to attend occasional meetings in the evening and at weekends, e.g. Governing Body meetings, public consultations, meetings with schools and Early Years providers.
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