Delivering for Excellence
Temporary Project Officer, Grade 3
The Scottish Parliament is a values-led organisation which means our values (Stewardship, Excellence, Inclusiveness, and Respect) are at the centre of everything we do. These values are embedded in this role 
	Stewardship: Focusing on the longer term to ensure we are leaving things better than we found them and putting our shared interests ahead of any individual or team.

Your main responsibilities will involve:

· analysing data on casework volumes and trends in Members’ offices and using this analysis to inform a review of job roles;
· capturing details of the job activities carried out by Members’ staff and support the drafting of job profiles to ensure pay structures are both fair and competitive;

And in delivering these you will have:

· the ability to scope, plan and deliver the project, with support from HR colleagues;
· sound analytical skills and good judgement to inform decisions about the responsibilities of roles in Members’ offices; and
· ability to approach problems you face in a politically sensitive way, always maintaining confidentiality and ensuring the security of data.



	Excellence: Taking care to enhance our reputation in everything we do.  Using our skills and resources efficiently and effectively to deliver high-quality sustainable results.

Your main responsibilities will involve:

· producing job roles that accurately reflect the range of demands placed on staff employed in Members’ offices; 
· contributing to the development of the Parliament’s role mapper system to enable Members to build their job descriptions and adverts that reflect their needs and requirements; and
· contributing to the developing of recruitment and training approaches that complement the job roles.

And in delivering these you will have:

· a broad perspective with the ability to take in to account the varying requirements of Members; 

· ability to produce accurate descriptions of roles in Members’ offices and the qualities required of role holders to perform them successfully.


	Respect: Appreciating difference, building cohesive teams and fostering the values and experiences of diversity.

Your main responsibilities will involve:

· engaging with staff from across Members’ offices in a politically impartial way to involve them in the review of roles;
· working collaboratively with HR Office and Members’ staff colleagues to develop recruitment and training approaches that complement the job roles; 

And in delivering these you will have:

· an ability to take account of others’ needs when delivering a service and using a proactive approach to ensure expectations are being met;
· the ability to positively influence people with a range of differing perspectives;
· [bookmark: _GoBack]openly shares knowledge and skills to help other members of the team to develop and is approachable and sensitive towards others.

	Inclusiveness: Understanding the big picture and seeking out alternative perspectives.  Every colleague feels they can make a valued contribution and deliver their best work.

Your main responsibilities will involve:

· working with colleagues from across Members’ offices and SPCB offices to review job roles and knowledge, skill, experience and behaviour requirements;
· contributing your knowledge and experience to support the Staff Forum to develop training for Members’ staff; 

· ensuring that the job roles and person specifications can be applied equitably and fairly in a range of different offices.  

And in delivering these you will have:

· the ability to work collaboratively, taking account of a wide range of perspectives in a politically impartial way to produce job descriptions that reflect the varying needs of Member; 
· the ability to build and maintain effective working relationships with a diverse range of people to support your work;
· the ability to explain or pass on complex or detailed information precisely and clearly to a diverse range of people, at different levels, demands and requirements








Getting in touch

If you would like to have an informal discussion about the role please email Dominic Johnston, dominic.johnston@parliament.scot



For details on how we will process your personal data please refer to HR Workers Privacy Notice

