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CHILDREN’S COMMISSIONER FOR WALES 

Job Description – Chief Operating Officer 
	1.
Post Details   
                

	Job Title:  Chief Operating Officer 


	Main Location: Llewellyn House Harbourside Business Park, Harbourside Rd, Port Talbot SA13 1SB

	Pay Band: Management Band Grade 6 


	Reports to:   The Commissioner  


	2.
Main purpose objective and context of the role  (in summary)

	The context of this role involves working within a framework that prioritises the rights and welfare of children, guided by the principles of the United Nations Convention on the Rights of the Child (UNCRC). The Chief Operating Officer must support the Commissioner in navigating complex political and social landscapes to advocate for children's rights and ensure their voices are heard in policy-making processes. 
The Chief Operating Officer will support the Commissioner by leading on and being accountable for all internal operations of the organisation. 
The post holder will be accountable for:

· ensuring the effective delivery of the Commissioner’s strategic plan and work priorities

· ensuring effective planning, reporting and monitoring arrangements to support the smooth running of the organisation and to manage and demonstrate its performance against key strategic objectives, standards and budgets

· high level responsibility for human resources, with oversight of the outsourced HR services
· ensuring the four Heads of Function have the support and guidance required for the delivery of the Commissioner’s long-term priorities 

· ensuring that the Commissioner and organisation has a positive and high profile with children and young people and key stakeholders

· ensuring that the systems, processes, controls and information are in place to comply with the Commissioner’s statutory duties 

The Chief Operating Officer will line manage all four Heads of function (Head of Engagement; Head of Policy and Public Affairs; Head of Advice and Assistance and Head of Finance and Core Services)

The post holder is formally designated as the Deputy Commissioner and is designated to undertake the role of Commissioner if the Commissioner so directs or is temporarily unable to carry out her statutory duties. 




	3.
Main duties and responsibilities

	· Accountable for the delivery of an agreed programme of work (the Commissioners 3 year Strategic Plan and Annual Workplans) and supporting objectives, in full alignment with the Commissioner’s agreed Vision, Mission, Strategic Priorities and Corporate Values
· Proactively advise and work closely with the Commissioner to ensure effective strategic and operational planning, monitoring and review in order to support the delivery of the organisation’s objectives.

· Develop and deliver a robust and effective performance management and impact measurement framework, working closely with the senior team to embed this framework across the organisation

· Ensure the successful delivery of specific time-bound projects and pieces of work on behalf of the Commissioner, ensuring that effective structures and systems are in place to deliver and measure desired impact and outcomes.
· Develop systems and process to facilitate enhanced communications between teams to connect tasks, projects and issues, to ensure cross team working happens in the most effective way.
· Ensure that robust corporate systems policies, procedures and support are available to the Commissioner to ensure compliance with statutory obligations. 

· Lead on human resources, ensuring that the Commissioner is an exemplar employer, and that up to date HR systems, controls, policies and processes are in place, as well as sustaining an overall culture which balances valued staff well-being with performance excellence.
· Provide quarterly reports to the Commissioner and for Advisory panels and Audit & Risk Committee, that clearly details the activity and performance of the organisation. 
· Support the Head of Finance and Core Services to ensure compliance of the organisation in regards to administrative systems, health and safety, data protection and a secure IT infrastructure. 

· Support the Head of Policy and Public Affairs to ensure that there is an effective Public Affairs strategy in place and the Head of Engagement to ensure that there is an effective Engagement Strategy in place, and that both strategies work in synergy to ensure that the work of the Commissioner is seen as impactful by children and young people and stakeholders ensuring that the Commissioner has a high profile and positive reputation. 

· Line manage the four Heads of Function, ensuring regular (monthly) one-to-one supervisions are carried out; learning, development and support is discussed and agreed, and performance is monitored and reviewed including through annual appraisals.
· Provide accurate and timely strategic advice and guidance to the Commissioner pertaining to the business of the organisation and delivery of her statutory duties

· To undertake the role of Commissioner if the Commissioner so directs or is unable to carry out her statutory duties.
· Build and maintain good relationships with senior stakeholders within Wales, the UK and beyond to meet the Commissioners strategic aims. 
· Represent the Commissioner as requested by the Commissioner
· Support an inclusive and supportive corporate culture by providing assistance and occasional cover for duties to colleagues across all functions as necessary
· Demonstrate and uphold the corporate values of the Children’s Commissioner for Wales of being Fair, Caring, Curious, Honest, Collaborative, and Striving to create Change to improve the lives of children and young people in Wales  
· Undertake any other duties within the remit of the grade as deemed necessary by the Commissioner.

The successful candidate must be able to demonstrate their experience and skills against the following criteria.

Essential
· A proven track record within either the public or third sectors of operating in senior leadership roles, focused on managing across functions, performance improvement and strategic organisational development. 

· A passion for achieving organisational excellence and demonstrable experience of creating and contributing to a culture of long-term improvements as well as evidence of delivering positive organisational change.
· Experience and expertise in using and applying performance and impact measurement frameworks, systems and processes, and a high level of competence in IT-based system.
· Experience of effectively managing teams and encouraging cross team working to ensure overall aims are delivered.

· Proven experience of senior stakeholder management in a political environment with evidence of building an effective network of working relationships, gaining credibility to deliver with the trust and confidence of senior officials.

· Excellent interpersonal and communication skills with demonstrable evidence to show you are able to influence and resolve complex situations with a variety of senior stakeholder both internally and externally to the Commission.

· Experience in providing accurate, expert and professional advice to senior leaders, being able to justify and respond to challenge to reach the best possible outcomes.

· Driven, agile and flexible and committed to working with and through others to deliver organisational objectives and effective change
· A high level of IT competence and confidence including extensive experience of using Microsoft Word, Excel, Forms,Outlook, Powerpoint and Sharepoint.

· Social media literate and committed to using social media channels proactively to advance the objectives of CCFW.
· A diversity champion - a clear advocate of diversity and the benefits it brings, promoting and encouraging initiatives an innovation
· Commitment to CCFW Values and passionate about children and children’s rights



	Person Specification for Chief Operating Officer at the Children’s Commissioner for Wales   

	1.  Attainments/Qualification

	Essential

· A degree/professional level qualification within a related field in the public, private or third sector.
· Evidence of recent and ongoing professional development and learning

	Desirable

· A Postgraduate Management qualification


	How tested

· Application/ Interview



	2.  Skills

	Essential
· A high level of communication skill is required both written and oral
· Accurate and advanced analytical skills using both statistics and intelligence to inform decision making.
· Ability to interpret data and use best practice tools to measure impact and deliver change.
· Ability to assemble, interpret and present information to a wider audience within focal context.
· IT literate and numerate.
· Social media literate
· Excellent project management skills. 
· Excellent time management and prioritisation skills.
· Inspirational people management and leadership skills

	Desirable
· Ability to communicate both verbally and in writing in Welsh and English
	How tested

· Application/ Interview



	3.  Knowledge and Experience

	 Essential
· Significant senior management experience (public or voluntary sector) of leading an organisation or distinct unit within a larger organisation.
· Excellent understanding of policy and practice issues that affect children and young people and the impact of the functions of public, voluntary and charitable bodies on children’s rights and welfare.
· In depth, expert understanding of the legislative, strategic and political context in Wales, with particular understanding of legislation, policy and practices relevant to the UNCRC and the welfare and rights of children and young people.
· Experience of using up to date information technology to support and improve personal and corporate performance, including using and developing impact measurement frameworks
· Significant performance management and people management experience at a senior level
· Record of achievement of supporting organisational change, service improvement, delivering objectives and finding innovative solutions to problems
· Experience and evidence of working strategically and collaboratively with other organisations at all levels to influence and deliver change for children and young people

	Desirable
· Extensive experience of working in a leadership role in the Public or Voluntary Sector.


	How tested
· Application/ Interview



	4.  Personal Qualities

	Essential

· High level of personal integrity
· Ability to work under pressure, managing competing demands and priorities

· Self-motivated, flexible, dynamic and pro-active
· Operationally, strategically and politically aware
· Organised and process-driven but outcome focused
· Excellent interpersonal skills and ability to relate to people from a wide range of backgrounds, and build positive working relationships with people at all levels within and outside the organisation
· Committed to the values of CCFW and making a positive difference in the lives of children and young people in Wales

	Desirable
	How tested

· Application/ Interview



	5.  Circumstances / Special demands of post

	Essential

· Ability to travel throughout Wales, including occasional overnight stays
	Desirable

· 
	How tested

· Application/ Interview




