London Borough of Lewisham

Job Description

	Designation:
	Service Development Manager
	Grade:
	PO5

	Reports to:
	Service Manager
	Grade:
	

	Directorate:
	Community Services
	Section:
	Library & Information Service


Main Purpose of the job:

As a member of the Business Development Unit, the post holder works to deliver product and audience development, and

a. Works with the Service Manager to provide direction and development opportunities for the Service

b. Develops, implements, and evaluates new national, regional and local initiatives

c. Plans the work of specialist staff and supports their development

d. Manages, co-ordinates, and develops programmes which support the operation and development of the Service

e. Develops and organises the monitoring and review of service provision, and ensures that the Service meets agreed standards, targets and objectives.

Summary of Responsibilities and Personal Duties:

As a member of the Business Development Unit, the post holder is responsible for

· Developing, conducting, and evaluating market and technology research in the areas pertaining to the Library & Information Service

· Formulating and delivering business strategies

· New product development, planning, management, and evaluation

· Project and partnership assessment and development

· Marketing, advertising, and promotion planning

· Representing the council

· Service promotion organisation, planning and development

· Business planning

· People-management, recruitment, motivation, training and development

· Appropriate administration, budgeting, monitoring, reporting, communication and liaison

· Health and safety

· Self-development and continuing personal development 

Duties

1. As a member of the Business Development Unit, this Senior Manager works proactively to develop services to residents across all the areas of responsibility of the Service, and to create opportunities for growth and service transformation across physical and competency boundaries.

Strategy

2. Works with the Service Manager to formulate strategies to develop library services in the Borough.

3. Works with the Service Manager to formulate service development proposals that will enable library services to be delivered as effectively and efficiently as possible. 

4. Works with the Service Manager to develop Council services offered within libraries, supporting the wider corporate objective of delivering excellent customer services, including in relation to the council’s digital-by-default and the government’s assisted digital agendas.

Direction

5. To prepare properly evaluated and costed plans for the service, within agreed objectives and available resources, which will set out local objectives, contribute to the achievement of Council policies and objectives and meet national requirements.

6. To lead and direct the work of staff (as applicable) and to provide professional guidance and support.

7. To work with other senior managers and staff to ensure effective communication and service operation.

Implementation

8. To co-ordinate the development and preparation of service plans and standards to meet national and local objectives and targets and to ensure that the Council's statutory obligations and policies are met.

9. To oversee the design, development and review of methods of monitoring the performance of the Service to ensure that agreed service standards, targets and objectives are delivered.

10. To direct the delivery of support services to ensure that they are responsive to service requirements and operate in accordance with agreed service standards, targets and objectives and within Council policies, including in relation to the council’s digital-by-default and the government’s assisted digital agendas.

11. To oversee the operation of automated systems and information technology to enable the service to be delivered in line with national and local standards and targets and within agreed budgets.

12. To oversee the management, development and evaluation of bibliographical services including the contractual arrangements between the Council and library suppliers, regular monitoring of expenditure against the stock plan, monitoring the performance of booksellers and library suppliers, providing a speedy and efficient acquisitions service, directing the work of cataloguing, classification and indexing of library materials, supporting a cost effective and efficient library reservation service through the operation of the interlibrary loans processes.

13. To contribute to the development of the Library Service by co-ordinating and undertaking research, carrying out surveys and consultations and the collection and analysis of information, surveys and consultations.

14. To oversee the management and development of “e” processes and services to enable the Service to be delivered in the most efficient and cost effective ways in line with national and local policies and initiatives, including in relation to the council’s digital-by-default and the government’s assisted digital agendas.

15. To co-ordinate the development and implementation of up to date and relevant library stock plans and reader development initiatives to provide materials which can meet local needs and to promote books and reading to wider audiences.

16. To develop, prepare, monitor and review, in consultation with senior managers, library service training plans to ensure that staff are trained and developed to meet current and future service needs.

17. To develop and co-ordinate a marketing strategy for the service to increase knowledge and use of the service by the local community.

18. To lead on the preparation of bids for external funding that match the needs of residents, Council's policies and priorities, and the specified criteria of the funding body.

Organisational Control and Development

19. To manage the financial resources allocated by the Service Manager to achieve an effective and efficient library service to the whole community.

20. To prepare and present reports as required and participate in the planning and future development of the Library Service, identify deficiencies and recommend/implement improvements in consultation with other senior managers as appropriate.

21. To lead and co-ordinate service wide initiatives as required and to undertake and contribute to other projects/tasks that will enable the delivery of the Council's services to be made as effectively and efficiently as possible, including in relation to the council’s digital-by-default and the government’s assisted digital agendas.

22. To keep under review and develop the structures, procedures and working methods to ensure an integrated, effective and efficient approach to the delivery of services.

23. To ensure that working practices and processes are developed that maximise the use of new technology to ensure efficient and effective delivery of services to residents, including in relation to the council’s digital-by-default and the government’s assisted digital agendas.

Staff Management and Development 

24. To ensure that staff are recruited, managed, appraised and developed, and that effective arrangements are made for the training and development of all staff within the department so as to meet service needs and to provide equality of opportunity for all employees.

Personal Effectiveness 

25. To present timely and relevant advice and information to Members and senior officers and to ensure they are briefed on major and sensitive issues.

26. To deal promptly with all matters requiring the post holder’s personal attention.

27. To be fully conversant with relevant statutory provisions and the Council’s processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post.

28. To establish and develop effective working relationships and productive partnerships with all the relevant partners, including those in education and voluntary sectors.

Strategic lead

29. From time to time, to act as the strategic lead on one of the following areas: Collections, Innovation, Operations (hubs and outreach).
30. The Business Development Unit shares responsibility across the full range of services delivered through libraries in the borough, including in relation to the council’s digital-by-default and the government’s assisted digital agendas. More generally, the strategic lead expresses the highest level of professional expertise in a specific area, supporting colleagues engaged in developing projects in that area.

i. Collections
Strategic lead for reading and stock development across the borough, across borders, and across formats (including digital). This includes the development and promotion of – among other areas – information and heritage and IT-enabled services to residents of all ages. IT services include the acquisition of stock and the support of lifelong learning activities.
ii. Innovation
Strategic lead in the development and promotion of new projects and services across services and platforms, particularly in relation to partnership development, within and beyond the local authority remit.


iii. Operations
Strategic lead in the development and promotion of operations linked to the static (hubs) and peripatetic (outreach) services.
Static services will mainly link to the development of products and services delivered by the council through library buildings.
Peripatetic services 

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

32. All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

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

34. Undertake other duties, commensurate with the grade, as may reasonably be required.

Main contacts

Local, regional, national and international bodies. 

The public

Elected members and senior council officials

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.

Person Specifications
	Designation:
	Service Development Manager
	Grade:
	PO5

	Reports to:
	Service Manager
	Grade:
	

	Directorate:
	Community Services
	Section:
	Library & Information Service


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 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.

CATEGORY



 ESSENTIAL REQUIREMENTS S*
Equal Opportunities

· Commitment to implement the Council’s Equal Opportunities policies.

· Awareness of Equal Opportunities issues
S

Knowledge

· of policy development and planning for library and Information services
S*

· excellent grasp of financial management, including cost centre, budgetary control, payroll and resource planning
S*

· knowledge of specifying services, contract letting, monitoring and associated processes and procedures
S*

· good understanding of human resource management Including employee relations
S*

· an understanding of how to build community capacity
S*
· of IT facilitated functions in a library context (internet access, e-learning, acquisition) and local authority context (including in relation to the council’s digital-by-default and the government’s assisted digital agendas)
S*
Aptitude

· to work under pressure and meet conflicting tight deadlines

· to develop a corporate approach to service delivery for research and innovative thinking.

Skills

· problem solving skills

· exceptional oral and written communication skills

· financial management and budgetary control

· good IT skills (to be tested)
S*

· good organisational skills

Experience

· of policy development and strategic planning
S*

· of digital-by-default issues in a local authority context

· of managing professional and/or administrative staff

· of financial management including cost centres, budgetary control, payroll and resource planning
S*

· of developing financial and administrative systems
S*

· of developing and implementing new policies and procedures, in a library and information service
S*

· of managing own and others workloads to effective and timely outcomes
S*

· of successfully handling employee relation issues

· of using IT packages to present management information
S*

General Education

· high level of literacy and numeracy commensurate to the duties of the post

Personal Qualities

· be a lateral thinker

· creative

Circumstances

· able to attend as required, meetings, courses or events outside of normal working hours and outside the borough to fulfil the needs of the post

Physical

· Good general health

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

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.
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