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Job Description and Person Specification
 



Public Health Delivery Lead

	Department
	Adult Social Care

	Section/Service
	Public Health

	Location
	County Hall

	MJ Number
	MJ1470
	GR Number
	GR5619

	Grade
	K

	Responsible to
	Public Health Governance and Compliance Manager

	Responsible for
	Public Health Office and Business Support Officers



	Job Purpose 

	Lead the Public Health Office delivery function, reporting to the Public Health Governance and Compliance Manager, with accountability for business planning, programme coordination, resource deployment, operational resilience and the quality of central business support.

Manage a high-quality, flexible and responsive Public Health Office service. Work with the Senior Management Team, service managers and programme leads to coordinate delivery, maintain oversight of priorities and deploy business support resources where they add most value.

Oversee the coordinated response to general, partner and elected Member enquiries, complaints and Freedom of Information requests, drawing on specialist governance advice where required.

Coordinate corporate work programmes, service meetings, internal communications and all-officer initiatives, ensuring actions, dependencies and delivery risks are visible and followed through.

Contribute to the development of Public Health priorities and plans, translating agreed priorities into coordinated work programmes and deploying Public Health Office resources to support the Director of Public Health, Senior Management Team and service leads.

Develop and manage the Public Health business programme, maintaining a consistent approach to delivery planning, milestones, dependencies, exception reporting and escalation.

Maintain effective relationships with the Senior Management Team, managers, Members, partners and corporate services. Coordinate forward programmes, actions and operational support, while respecting the specialist accountabilities of the Governance Lead and Grant Compliance Lead.

Set work programmes and service standards for Business Support Officers and maintain proportionate delivery systems that support consistent planning, reporting, record management and continuous improvement.

Ensure relevant functions maintain current business continuity plans, records and actions, working with the Governance Officer who owns departmental coordination and liaison with corporate resilience colleagues.

Coordinate Public Health internal communications, including the Public Health e-bulletin and service-wide communications, so that messages, actions and delivery expectations are clear.

Support continuous service improvement by identifying recurring delivery issues, improving processes and ensuring that learning is reflected in future work programmes and service standards.

	Context 

	The key responsibilities of the Public Health department are to:
1. Deliver the County Council and public health priorities, directly and through direct joint working with other Directorates
1. Deliver the statutory functions of the Director of Public Health
1. Commission the mandated public health services.
For a two-tier county such as Norfolk there are also wider determinants of health that are district council responsibilities and partnership working is important to promote and protect good health.

The public health office team centralises a series of critical, public health wide functions including across Trading Standards and Road Safety. It is important that a high calibre people manager be in place to ensure delivery of these functions collectively termed Public Health Office.




	Accountabilities 

Plan, develop, lead and direct the Public Health Office delivery function and its resources to meet service needs, agreed priorities and changing operational demands.

Maintain effective communication with the Senior Management Team, managers and programme leads, providing clear delivery reports covering progress, milestones, dependencies, risks and decisions required.

Manage the Public Health Office and Business Support Officers, setting work programmes, service standards and performance expectations for a high-quality, flexible and responsive support service.

Agree priorities and resource deployment with the Governance and Compliance Manager and contribute delivery insight to service planning and Senior Management Team discussions.

Provide coordination and business capacity to the Governance Lead and Grant Compliance Lead without taking over their specialist accountability. Ensure agreed requests are prioritised, resourced and tracked through to completion.

Develop and maintain the Public Health business programme, coordinating delivery-plan reporting and ensuring programme leads provide accurate and timely information. Work with the Governance Lead where delivery exceptions require risk management or formal escalation.

Support operational resilience by ensuring relevant functions maintain current business continuity plans, records and actions. Work with the Governance Officer, who coordinates the departmental process and liaison with corporate resilience colleagues.

Identify and escalate delivery risks through agreed routes. The Governance Lead remains responsible for risk-management arrangements and the Public Health risk register.

Coordinate corporate initiatives and all-officer activity, developing practical delivery plans, allocating appropriate support and maintaining clear communication across the service.

Oversee the coordinated response to enquiries from the public, partners and elected Members, complaints and Freedom of Information requests. Refer specialist governance questions to the Governance Lead and ensure accountable service leads remain responsible for substantive content.





	Person Specification


	Qualifications

	Essential
	Desirable

	Education to degree level or equivalent demonstrable management experience.

A relevant managerial qualification NVQ level 5 or equivalent demonstrable management experience.

	Further professional qualification in related field


	Knowledge/Experience

	Essential 
	Desirable 

	Relevant and significant experience of Public Sector business support.

Experience of successfully managing teams of staff.

Experience of evaluating, monitoring and developing administrative and budgetary systems.

Experience of leading on corporate work programmes and high profile initiatives.

Experience of leading project work from initiation through to implementation and evaluation.

Experience of working within a large organisation to achieve effective change.

Experience of working with elected members. 

Experience of managing complex tasks, often with different time scales and priorities.

	


	Skills

	Essential
	Desirable

	Able to form good working relationships with colleagues at all levels and to negotiate with managers at all levels.

Able to communicate clearly and appropriately with people at all levels.

High level of proficiency in the use of office software applications.

Able to plan and prioritise workloads of oneself and others and work accurately to tight timescales.

Able to plan, review and implement team requirements and motivate staff and ensure positive working attitude within the team.
 
Able to identify and deliver improvement to performance at individual and team level.

Able to maintain judgement and sustain performance when working under pressure.

Able to identify, plan and deliver improvements to   administrative processes, including efficiencies.

Knowledge of appropriate project management techniques

Awareness of the local and national political context and an understanding of the political agenda and priorities.

Ability to prioritise, multi-task and meet challenging deadlines.

Excellent written and oral communication skills to explain complex issues in clear and consistent manner.


	



The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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