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Job Title:

Organisational and Workforce Development (OWD) Assistant
Location:

Flexible 
Responsible to:
OWD Manager (People and Development)
Principle Working Contacts

Head of Organisation and Workforce Development

Organisation and Workforce Development Team
HR colleagues – SSSC and OSCR

Managers and employees of the Care Inspectorate
Job Purpose

The main purpose of the role will be to support the OWD Team in the development and delivery of key OWD projects ensuring that the culture of the Care Inspectorate is equipped to support and improve the overall performance of the organisation.  
Key Responsibilities:

Operational Management

· Contribute to the implementation of the OWD strategy which supports of the Care Inspectorate’s corporate plan and the development of a healthy, high performance learning culture grounded in core values.
· Contribute to and support the planning and delivery of key OWD projects.

· Provide support in relation to OWD practices, including the provision of advice, guidance and support through an internal consultancy approach.

· Assist the OWD Team in the review, development and update of people management policies, taking into account practice and procedure changes resulting from operational updates and/or the introduction of new legislation.

· Keep abreast of key issues affecting organisational development within the Care Inspectorate and in the social care sector as a whole.

· Assist in the maintenance of management information systems to ensure that information for statutory reporting purposes, and additional information for organisational reporting purposes, is collated.

· Contribute to the development of performance indicators and evaluation information in the continuous improvement of the service.

· Assist with the production of management information reports for key groups within the Care Inspectorate, including the Executive Team/Board/Committees, as and when required.

· Develop and maintain positive working relationships with Managers, employees, representatives of external agencies and the general public as appropriate.

· Support the design, delivery and evaluation of training on OWD policies or initiatives.

· Participate in working groups and attend associated meetings, as and when required.
· Undertake any other duties and/or responsibilities commensurate with the nature of the job.
· Carry out your duties in accordance with our Health and Safety policies, procedures, guidance, practices and legislative requirements, taking reasonable care for your safety and that of others who may be affected by what you do or fail to do while at work
Other Duties

The job will require some travel and may involve some overnight stays and unsocial hours.

This job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time.  Consequently, the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job, and to respond positively to changing business needs.
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