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Job Description

	Post title:
	Transformation Officer

	Division:
	Corporate Services

	Section:
	Transformation 

	Responsible to:
	Transformation Manager  

	Responsible for:
	Nil

	Grade:
	10

	Salary:
	£36,124 - £37,938

	Hours per week: 
	37


Safeguarding 

All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance with the Safeguarding Policy and Procedures, to respond appropriately to any identified concerns. 

Special Conditions:

The nature of the job will require occasional evening and weekend work may be necessary, for which time off in lieu can be claimed.  

Scope and responsibilities:

Under the guidance of the Transformation Manager: -
1. Review processes,

2. Project manage, support and develop systems during their implementation or upgrade, 

3. Identify opportunities for process improvements, and 

4. Promote good use of IT especially corporate applications. 
Principal responsibilities:

1. To assist the Transformation Manager in managing and implementing IT system projects. The projects may include the replacement or procurement of large systems and reviewing processes and developing new ways of working. The post holder may be part of a large project team or work on a project individually. 
2. Project manage IT projects including all documentation as appropriate.

3. Take responsibility for overall progress of projects and advise the Transformation Manager of any corrective action where necessary.

4. Ensure that all aspects of Contract Standing Orders are adhered to during the procurement of new systems.

5. Direct, motivate and encourage colleagues affected by the implementation, upgrade of a system or process review. 

6. Ensure that IT training requirements are identified and where necessary assist with the provision of the in-house training.

7. Upon completion of any IT project or process review the post holder will review the implementation including lessons learnt.

8. Undertake technical research and development work as required, including advice to the Transformation Manager, Technical Support Manager and Head of Corporate Services as to technical issues relating to projects.

9. To be aware of developments within ICT and how they may affect the post holders, role within the organisation.

10. To assist the Transformation Manager with the preparation of the Transformation plans and the Head of Corporate Services with the preparation of service plans.  

Corporate duties and accountabilities
1. To recognise and address the importance and implications of Equal Opportunities and to comply with Borough Council policies relating to all vulnerable people.
2. To comply with safe systems and procedures and to take all reasonable steps to ensure that safe working practices are adopted in accordance with the appropriate policies of the Borough Council.
3. From time to time, to undertake specific tasks, as directed by your manager that are appropriate to the post, grade and competence of the post holder.
4. Strive for continuous service improvement by sharing knowledge, innovative ideas and best practice with colleagues. 
5. To comply with Contract Standing Orders, Financial Regulations and the Councils policies and procedures. 

6. To be committed to the Council’s Thrive values. 
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