Manager, Public Affairs and Private Secretary to Chief Executive
Closing Date : 09:00am - 6 January 2020 | Location : Cardiff | Salary : £49,841 |
	Job Summary

	Job Title
	Manager, Public Affairs and Private Secretary to Chief Executive

	Directorate
	Corporate Strategy and Development

	Reports to
	Board Secretary

	Direct reports
	4

	Welsh language requirements
	Essential Level 3 – The ability to use Welsh in some work situations or be willing to learn Welsh to the required level following an agreed training programme.

	Location
	Cardiff

	Post number
	202302

	Grade
	9 - £49,841 rising to £54,409 over four years

	Contract type
	Permanent

	Work pattern
	Full time, 37 hours

	Working environment
	Office


 
	Application information

	Application closing date
	6th January 2020

	Interview to take place on and where
	17 January 2020

	To apply send your completed application form to
	recruitment@cyfoethnaturiolcymru.gov.uk

	If you have any queries, contact
	Catrin.Hornung@cyfoethnaturiolcymru.gov.uk
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	Job Context

	Job Purpose
Do you have an insider knowledge of what’s going on across the political landscape in Wales? Are you a strategic thinker with the drive, energy and charisma required to build the right relationships and be in the right place at the right time? If so, NRW has the perfect job for you!
This Role will lead on improving the Chief Executive’s and Chair’s strategic relationships. In particular the role will develop our strategic stakeholder management strategy and approach across NRW, working closely with Chair, Board, Chief Executive and Executive Team to build understanding and advocacy. The role will improve our relationships and reputation with stakeholders and political audiences by improving understanding and awareness of our work, building political relationships and influencing developing policies. In doing so, the post holder will have regard to NRW’s purpose and mission and take a leading role in exemplifying NRW’s behaviours and values.
Where this role sits
This post sits in the Corporate Strategy and Development Directorate
Applying for Vacancy
The following categories will be used to assess the quality of applications both at sift and interview. Please read the whole of the Role Description to ascertain at what level this information needs to be presented.
· Managing people
· Forward Thinking
· Collaborating with others
· Advising and Influencing
· Customer Focus


 
	Role Description

	Job Purpose:
	To lead on improving the Chief Executive’s and Chair’s strategic relationships. In particular the role will develop our strategic stakeholder management strategy and approach across NRW, working particularly closely with Chair, Board, Chief Executive and Executive Team. The role will improve our relationships and reputation with stakeholders and political audiences by improving understanding and awareness of our work, building political relationships and influencing developing policies. In doing so, the post holder will have regard to NRW’s purpose and mission and take a leading role in exemplifying NRW’s behaviours and values.

	Key Job Accountabilities:
	Manage, motivate, support and monitor the performance of the Office of the CEO team (including the Executive Assistants to the CEO and Chair) to deliver a fully comprehensive service for the Chair, CEO and Non-Executive Board Members .
Lead on strategic management of the Chief Executive’s external relationships and positioning, through for example, diary planning, improving insight, identifying links, trends and issues, drafting speeches, feeding back to the business etc. 
Through effective engagement, communication, influencing and negotiation, develop and maintain good working relationships with internal clients and external stakeholders including Welsh Government, Westminster departments, other public- sector organisations, AMs, MPs, various industrial and commercial sectors, the Courts and Tribunal service. 
Lead in our relationship with the Welsh Government as our sponsor and with other politicians as appropriate, for example ensuring regular dialogue, tracking actions at a corporate level, taking an overview of communications, and ensuring our ET members are properly briefed for discussions. 
Act in the best interests of NRW ensuring decision making and advice given are sound and all risks are actively managed.
Build relationships and manage regular contact with politicians and political advisers to keep them informed about NRW’s work and policy concerns, attend with the CEO/Chair and ensure follow up. 
Lead, plan and monitor the strategic direction of Stakeholder engagement with the CEO, Chair and Board Members. 
Develop and oversee implementation of a stakeholder strategy that builds awareness, understanding, trust and advocacy amongst key stakeholder groups.
Oversee implementation of the stakeholder strategy, supporting the CEO and Chair so that their engagement and relationship-building is focused, targeted, proactive, forward-thinking and strategic. 
Work with the Board and Executive Team to develop their role in stakeholder engagement, helping them prioritise, coordinate and share intelligence, and to build advocacy for NRW through their existing networks. 
Develop and oversee the feedback loop for sharing intelligence into and out of the business and ensuring that we react appropriately. 
Manage preparation for evidence sessions at National Assembly for Wales scrutiny committees, ensuring that NRW representatives are well briefed on likely member interest and can respond to concerns and questions accordingly. 
Monitor proceedings of the Welsh Assembly Government and UK Parliament and communicate internally the implications for NRW  of the likely effect of public policy changes.
Manage and direct resources on behalf of the CEO including exercising financial and budgetary control including monitoring and reviewing effectiveness and financial performance to ensure value for money.
Drive development and learning, encouraging best practice, innovation and continuous improvement across the CEO Office and NRW by identifying and implementing learning opportunities from stakeholder engagement, sharing expertise and knowledge through mentoring and coaching thus improving resilience within and across teams. 

	Key Job Qualifications or Knowledge:
	Excellent communication skills, both oral and written with experience of providing advice to senior management and/or Ministers. 
Excellent experience of management of a diverse range of stakeholders. 
Excellent relationship building skills and experience of quickly developing internal and external networks to help achieve objectives and build advocacy. 
Experience of using judgement in determining when to escalate issues to Senior Management and/or Ministers. 
Excellent understanding of the political and public landscape in Wales, including how the National Assembly works and the role of arms length bodies such as Natural Resources Wales.
A working understanding of the devolution settlement in Wales as well as the legal environment within which NRW operates including its relationship with Westminster Departments for non-devolved matters.
Ability to operate with confidence and credibility at the highest levels of an organisation.
Political awareness and experience of operating in politically sensitive environments.
Exercises sound judgement and willing to be held to account for decisions, actions and choices made personally thus instilling confidence and gaining respect.
Excellent written and oral communication skills and presentation skills.
Able to act as a role model of organisational values, showing exemplary behaviours of honesty, integrity and ethics. 
Degree level qualification or relevant equivalent experience (Desirable).


What you will do
You will lead at a senior level one or more functions across NRW which are involved in the delivery and improvement of enabling services to develop and support the organisation and its partners in corporate compliance, planning, performance, policy and strategy.
You will manage a large more general function or specialism comprising more than one team or sub specialism.
You will be fully responsible and accountable for leading and motivating the staff that fall within your span of control to ensure they achieve departmental and NRW strategic objectives.
You will contribute to the people planning process.
You will develop, contribute and interpret organisational strategy to enable the delivery of plans, in conjunction with senior management.
You will undertake research as required and will produce complex documents that provide high level advice, guidance or opinion which others will act upon.
You will be responsible for making independent decisions, based on analysis, research and input from other specialists or experts.
You will be responsible for financial and budgetary control and for authorising expenditure for a discrete function. The budget is likely to be part of a larger budget managed by a more senior employee.
You will be accountable for the management of financial, legal, operational and reputational risk within your area of management.
You will take responsibility for the safe and effective use of NRW equipment and information.
Who you will be working with
You will lead your team ensuring the delivery of work plans and be fully accountable for staff development, performance and well-being, as well as ensuring compliance with all NRW policies and procedures.
You will engage with people across NRW in delivering strategy and policy.
You will discuss complex policy or strategic issues with others, which will be highly technical, specialist or detailed.
Where you will be working
Your role will be primarily office based but may entail travel between different NRW locations, as well as working at partner organisations and other premises.
What knowledge and skills you need
You will hold a relevant professional qualification or have the equivalent practical experience.
You will have broad/generalist knowledge and experience in your field.
You will have good people management, financial management, leadership and influencing skills with the ability to manage financial, legal, operational and reputational risk in your function.
You will have experience of managing teams of people undertaking complex work activities.
You will be analytical and able to interpret a wide range of complex information.
You will have good inter-personal skills with the confidence to communicate with a range of people.
You will be required to regularly update your knowledge and to remain fully aware of the developments in your field.
What other information is relevant to your job
You will lead your Group to enable them to realise their contribution, through applying the principles of SMNR to their work; in how they think, plan and deliver activities.
You will support and facilitate the new ways of working by acting as a coach and mentor across your Group.
You are responsible for committing to NRW’s governance arrangements, ensuring compliance across your team and addressing any areas of concern.
You will contribute to the planning, prioritising and setting of short and medium-term plans for budgets under your control.
You will be responsible for ensuring that those plans are achieved, the budget is managed effectively and that we achieve value for money.  Budgets are monitored every month, risks and opportunities are addressed and achievement of the budget is reforecasted in line with NRW policies.
You are responsible for complying with the policies, procedures and processes that relate to your role. 
NRW is a Category 1 responder under the Civil Contingencies Act (2004), and this means we have a duty to work with partners to prepare for and respond to emergencies and incidents covered by the Act. All staff may be required to undertake activities, at a level commensurate with the skills and experience required by their role, to assist in ensuring this duty is undertaken.
This role description sets out a broad indication of the role, where it sits within the overall NRW structure and indicative expectations of the post holder. It is not intended to provide a detailed description of all tasks and activities. This document should be read in conjunction with the job specific Personal Development Plan which sets out the specific activities and projects to be delivered during the year.
Before applying for this role please read the candidate guidance
Natural Resources Wales embraces diversity and promotes equal opportunity. We recruit by merit on the basis of fair and open competition. We welcome and encourage applications from groups currently underrepresented including women, black and ethnic minority groups and people with a disability and we have a guaranteed interview scheme for candidates with disabilities who meet the minimum selection criteria.
We are an employer of choice because we put the principles of human rights, equality, fairness, dignity and respect at the heart of our values.

