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Cumbria County Council




Post Specification
	Date
	15 September 2015

	Post Title
	Performance Assistant

	Role Profile
	OS9

	Final Grade
	Grade 9


To be read in conjunction with your role profile
	Service Area (brief description)

	Corporate Governance – Performance and Risk – Performance and Intelligence. 

	Purpose of this post 

	To support the implementation of the Council’s Performance and Risk Management Framework by collating and preparing good quality, relevant and timely management information for use by Officers and Members to inform effective decision making.

	Key job specific accountabilities (max 5)

	1. To collate, interpret and analyse corporate and service performance, risk and project management information and to support the Council’s arrangements for reporting, monitoring and management of performance.
2. To contribute to the development and design of performance, risk and project management information reports, ensuring that the Council’s performance can be readily compared with local and national targets, nearest neighbours, family groups, and top performing authorities, and that trends in performance are readily available and understood.
3. To collate, interpret and analyse corporate and service information for inclusion in statutory returns for various government departments and other regulatory bodies.
4. To contribute to the development and maintenance of systems for processing corporate and service performance information, ensuring that good quality and timely performance information is available for end users.
Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget responsibilities
	· No budget responsibility

	Staff management responsibilities
	· No direct line management responsibilities.

· Responsible for contributing to teamwork in a multi-functional environment.



	Other
	· N/A

	Post Specific - Qualifications, knowledge, experience and expertise

	· Degree or equivalent (NVQ 3 or 4, or NQF Level 4 or 5, or equivalent) or relevant experience.

· Experience of interpreting and presenting performance and risk management information to inform senior and service managers in a local authority and partnership context.

· Established people management skills, interpersonal skills and ability to influence. 

· Experience of sourcing and interpreting large volumes of data and collating data into high quality management information.

· Good written and verbal presentation skills.



	Job working circumstances (only include if additional JWCs apply)

	Emotional demands
	· Moderate

	Physical demands
	· Minimal

	Working conditions
	· Minimal

	Other Factors

	· N/A
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