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Job Description

Job title:

Assistant Scrutiny Manager

Grade:


7


Post number:
001148, 001898, 000446, 000447

Directorate:

Secretariat

Unit:


Scrutiny & Investigation
Job purpose

Work in a multi-disciplinary project team to provide high quality research and policy support to the London Assembly’s scrutiny committees.

Principal accountabilities

1. Support the Assembly’s committees to hold the Mayor to account and carry out effective investigations into issues of importance to Londoners:

a. Provide high quality research and analysis in support of Assembly investigations.   

b. Produce accurate, timely and effective briefings, reports and presentations for Assembly Members and senior colleagues.

c. Obtain views and information from as wide and representative a range of people and organisations as is possible and appropriate in order to inform the Assembly’s investigations.

d. Where appropriate, procure and manage external contractors to deliver technical work in support of investigations.  

e. Draft reports for agreement and publication by committees.

f. Work with the Scrutiny Team Manager / Scrutiny Manager and Chair of the Committee to facilitate, where possible, the unanimous agreement of Committee reports and recommendations and find creative and effective solutions where consensus is not possible.

g. Help to monitor the implementation and impact of the Assembly’s recommendations.
h. Work creatively with external relations colleagues to raise the profile of the Assembly, its committees and work.  

2. Manage resources allocated to the job in accordance with the GLA's policies and Code of Ethics and Standards.

3. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards

4. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams

Key contacts


Accountable to:
Scrutiny Team Manager

Accountable for:
Resources allocated to each project

Principal contacts:
Secretariat and GLA colleagues, Assembly Members, external stakeholders
Person specification

Technical requirements/experience/qualifications

1. Degree or equivalent experience

2. Broad understanding of key policy and political issues affecting London and London government.

Behavioural competencies

STAKEHOLDER FOCUS 

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Level 2 indicators of effective performance:
· Seeks to understand requirements, gathering extra information when needs are not clear   

· Presents the GLA positively by interacting effectively with stakeholders

· Delivers a timely and accurate service 

· Understands the differing needs of stakeholders and adapts own service accordingly
· Seeks and uses feedback from a variety of sources to improve the GLA’s service to Londoner

COMMUNICATING AND INFLUENCING
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.
Level 2 indicators of effective performance:
· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally
RESEARCH AND ANALYSIS
… is gathering intelligence (information, opinion and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits.

Level 2 indicators of effective performance:
· Proactively seeks new information sources to progress research agendas and address gaps in knowledge
· Grasps limitations of or assumptions behind data sources, disregarding those that lack quality
· Analyses and integrates qualitative and quantitative data to find new insights
· Translates research outcomes into concise, meaningful reports 
· Identifies relevant and practical research questions for the future

PROBLEM SOLVING
… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions.

Level 2 indicators of effective performance:

· Processes and distils a variety of information to understand a problem fully
· Proposes options for solutions to presented problems
· Builds on the ideas of others to encourage creative problem solving
· Thinks laterally about own work, considering different ways to approach problems
· Seeks the opinions and experiences of others to understand different approaches to problem solving

RESPONDING TO PRESSURE AND CHANGE

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift.

Level 1 indicators of effective performance:
· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal well-being and achieves a balance between work and home life

PLANNING AND ORGANISING
… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 2 indicators of effective performance:
· Prioritises work in line with key team or project deliverables
· Makes contingency plans to account for changing work priorities, deadlines and milestones
· Identifies and consults with sponsors or stakeholders in planning work
· Pays close attention to detail, ensuring team’s work is delivered to a high standard
· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met
Political Restriction

This job is ‘politically restricted’ under the Local Government and Housing Act 1989

Working Patterns

No special working patterns.

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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