LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Applications Lead
	Grade:

	PO4

	Reports to 

(Designation):
	Applications Portfolio Manager
	Grade:
	PO6

	Directorate:
	Customer Services
	Section:
	IT & Digital services


___________________________________________________________________
Main Purpose of the job: 

Plan for effective information storage, sharing and publishing across the Council. Develop policy and standards that comply with legislation. 

Contribute to development of IT security policy and standards. Provide advice and guidance to stakeholders on a range of IT issues. 

Contribute to the development and testing of systems architecture across all Council directorates. 

Contribute to the Council’s IT continuity planning process. 

Coordinate the identification and organisation of information systems which support critical business processes. 

Responsible for management of medium scale projects. 
Responsible for the management of multiple applications within the portfolio as required.

Work closely with the IT Business Applications Process Manager to improve and maintain performance management of the team.

Work closely with the Shared ICT Services to ensure Incident/Problem Management and be informed of Change control management.

Ensure SLA’s are met for the Service Helpdesk.
Line management responsibility for a team of IT staff, including PES and development.
_______________________________________________________________
Management Roles & Expectations:

Team Leader
As a team leader you will:
1. Adapt the planned delivery of services to ensure changing community and customer needs.

2. Monitor and review service outcomes ensuring effective delivery of personal and team objectives.

3. Ensure the continuous improvement in services using creative and informative inventions as well as effective performance and quality management. 

4. Plan, deploy and co-ordinate people resources to meet changing operational needs.

5. Ensure services meet statutory and identified organizational standards and regulations.

6. Ensure an understanding of the impact of your service on other functions.

7. Ensure ability to manage all applications within the portfolio assigned.


Summary of Responsibilities and Personal Duties:

A. Strategy and Architecture

1. Responsible for planning effective information storage and sharing processes within the Council. Ensure directorates comply with Council policies and relevant legislation.

2. Design information systems, including classification, retrieval and retention processes. Provide advice to stakeholders and users on information management.

3. Develop and review information management policy and ensures compliance with relevant legislation. 

4. Ensure access to information requests and complaints are handled promptly and according to procedures. 

5. Contribute to the development and review of the Council’s security policy and standards. Carry out security risk assessments. Investigate breaches of security and provide detailed advice on security strategies to manage identified risks. 

6. Provide advice to service managers on information assurance strategies. Contribute to developing local standards and guidelines compliant with these strategies and relevant legislation.

7. Maintain and develop knowledge across a range of IT specialisms and applications, providing detailed advice to users across the Council.

8. Identify and research new and innovative approaches to improve business processes and ensure compliance’ Analyse current processes and identify alternative solutions or approaches where performance could be improved. Involved in the implementation of changes to these processes.

9. Manage and conduct IT risk assessments across the Council, identify potential risks, quantify the potential impact on the business making appropriate recommendations for mitigating risk. Ensure agreed levels of continuity across the Council are maintained.

10. Contribute to and recommend developments to a sustainability strategy for IT. 
11. Contribute to the development  and testing of systems architectures and specific business or  functional areas
12. Research and identify new technologies and systems, assess their potential benefit to the organisation and report to senior management and staff on their business application.

B. Business change

1. Liaise with programme, project, application and business leads to ensure they adhere to agreed portfolio management approach and timetable. Recommend changes to the portfolio.

2. Responsible for all aspects of management of medium-scale projects, from initiation through to formal closure or implementation. Manage, supervise and instruct consultants and contractors on a range of IT projects and contracts.
3. Responsible for analysis of business processes and systems. Determine business requirements and recommend improvements to systems. 

4. Responsible for the management of acceptance testing, Identify risks and problem areas and report findings to service managers and other stakeholders. 

5. Plan and implement system change, as required, minimising impact on service delivery.
6. Engage and liaise with stakeholders during all aspects of business change.

C. Solutions development and implementation

1. In consultation with service managers, produce systems development plans designed to maintain and/or improve business objectives. 
2. Responsible for applying or recommending IT corporate standards.  

3. Facilitate scoping and business priority setting for large or complex changes. Lead on requirements definition and discovery process.

4. Assess and communicate standards for system use and design.

D. Service management/Procurement management and support

                 Service management
1. Responsible for requirements specification, small scale procurement, upgrading, maintenance and effective use of IT. 

2. Provide technical management of IT operation, ensuring service level agreements are met.

3. Schedule and oversee IT and systems maintenance work, where appropriate across the Council.

4. Ensure operational procedures are fit for purpose and identify and resolve problems and incidents promptly to minimise impact on service delivery.

5. Monitor IT expenditure across the Council, where applicable. Identify and investigate areas where expenditure exceeds agreed limits. 

6. Negotiate service level agreements and levels of service with customers, where applicable. Identify and address problems with SLAs and improve levels of service where necessary. 

7. Ensure all developments and improvements are undertaken according to local, professional and corporate standards and system conventions.

8. Undertake Change Management in conjunction with all appropriate system or policy owners.

9. Develop and review the IT security policy and standards. Assess information systems for actual or potential security breaches. Ensure all actual breaches are investigated and resolved promptly and appropriate action to prevent similar occurrences. Responsible for ensuring that security and access records are accurate and complete.

10. Draft and review procedures for applications support. Ensure requests for support from service managers or other users are dealt with according to these procedures and standards. Manage application/process enhancements to improve business performance. 

11. Manage the local Help Desk service. Draft and maintain the policy, standards and procedures for the help desk. Ensure the help desk is sufficiently staffed to meet agreed service levels.
12. Provide applications support at all levels and advice to all systems users including the service helpdesk.
13. Represent Lewisham and or Lewisham systems at partnership, peer/user groups or similar
Procurement management and support

14. Clarify key product and service specifications. Ensure suppliers are approved Council suppliers. Manage the tender, evaluation and acquisition process, where appropriate. Contribute to negotiations with IT suppliers, drafting of contracts and developing acceptance criteria.

15. Ensure procurement strategy, policy and procedures are implemented and adhered to throughout the process.

16. Act as main point of contact between the Council and approved suppliers. Develop and manage the day to day contracts with suppliers and ensure their performance is monitored and reviewed and escalate where necessary.

17. Advise senior managers and other colleagues on policy and procedures governing the selection of suppliers, tendering and procurement

18. Provide advice and guidance on quality management techniques and quality standards. Ensure systems meet quality standards, recommending improvements where they do not meet local or national standards.

19. Assess, evaluate and independently appraise internal control of business processes. Ensure appraisal follows agreed procedures. Advise service managers how to improve effectiveness of their control systems.

20. Responsible for provision of Project Office Services for medium/corporate projects. Provide detailed advice and guidance on project management software, procedures, processes and techniques. Advise project managers on project proposals. Provide support for project control boards and quality review meetings

21. Manage the client services function. Specify and apply client services standards and be responsible for resolving service problems. Define service levels for staff and monitor performance.

22. Determine required outcomes for training and development for IT practitioners, identified from training strategy and identified organisational needs.

Internal Contacts: These include 

External Contacts: This will include

To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public.

Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.
Staff may be required to undertake work as directed from the range of portfolios contained in the Job Description, to meet business needs. There will be opportunities for staff to receive relevant training and support as appropriate to develop and enhance their knowledge and skills.

Consideration will be given to restructuring the duties of this post for a disabled post holder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:
Title:





Grade


No of posts

Number of partially managed staff:

Title:





Grade


No of posts

PERSON SPECIFICATION
JOB TITLE:
Applications Lead 


POST NO:
DEPARTMENT:
IT & Digital Services 

GRADE: PO4
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities

Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.





                        S
Knowledge
Detailed knowledge and understanding of Local Authority IT functions and requirements       S

Excellent knowledge and understanding of key strategic and policy issues relating to IT in a Local Authority environment                                          
                                                              S

Thorough knowledge of Local Authorities’ legal responsibilities under all IT legislation, including Data Protection Act and Freedom of Information Act                                                                  S

Detailed knowledge of IT security legislation                                                                            S

Knowledge of developments in IT and Local Authority initiatives                                              S

Excellent knowledge and understanding of all IT disciplines                                                       S
Excellent knowledge of at least one or more Oracle/ Finance system/HR&Payroll system /SharePoint/Oracle Report writing/ Eggress and similar applications.



S
Understanding of systems configuration and testing techniques
Aptitude
Ability to operate with political sensitivity
Skills
Excellent written and verbal communication skills. Ability to communicate at all levels with clients, colleagues, partners and external organisations.

High level IT skills

Strong analytical skills, ability to interpret complex legislation and to resolve highly complex problems

Strong Negotiation skills

Excellent PRINCE 2 project management skills 

Staff management skills

Partnership working skills

Excellent report writing skills
Experience
Experience of demonstrating innovative solutions to business/IT problems

Experience of at least one or more Oracle/ Finance system/HR&Payroll system /SharePoint/Oracle Report writing/ Eggress and similar applications.


S
Experience of contributing to Local Authority IT strategy

Experience of IT policy development

Involvement in significant IT improvement programs
Experience of transforming Local Authority IT services

Experience of business analysis methodologies and modelling techniques

Proven experience of establishing and maintaining excellent customer relationships
General Education
Relevant IT qualification, including PRINCE, Information Security, ITIL or ISEB
Personal Qualities

Strong team player
Circumstances
A CRB or enhanced CRB check may be required depending on the portfolio being undertaken
Physical

Good general health.  

Able to attend meetings / site visits in locations both inside and outside of the borough.  

Able to use computer, telephone, and read correspondence.  

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.

