SCOTTISH ENVIRONMENT PROTECTION AGENCY

JOB SUMMARY 
A
JOB IDENTIFICATION
	JOB TITLE


	Unit Manager


	REPORTS TO


	Manager

	DIRECTORATE


	Regulatory Services

	UNIT OR TEAM
	LIFE SMART Waste

	LOCATION(S)                            


	Angus Smith Building, Eurocentral, Holytown


B.  
MAIN PURPOSE OF THE JOB

	To manage a team of Environmental Protection and Improvement staff to deliver integrated pollution prevention and control services and meet agreed outputs and performance objectives. In smaller teams, the Team Leader may also be expected to act in a specialist or senior officer role.



C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	 The day-to-day planning, organisation and control of the work required to deliver integrated pollution prevention and control and environmental improvement within a defined geographical area or specialised function within the EPI Directorate.

 To provide day to day line management and staff development within the team and to manage the devolved budget and allocated resources of the Team.

 To be responsible for the recruitment, objective setting, appraisal and 1st level conduct and discipline issues for all team members.

 To be responsible for fulfilment of statutory duties within the assigned area.

 To ensure appropriate liaison with local authorities, industry and other key internal and external stakeholders.

 To contribute, as required, to national working groups and in formulating and implementing national policy.

 To provide regular reports on Team performance to Senior Management which accurately reflect the Team’s contribution towards agreed targets.

 To be responsible for defined, post specific areas of work
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D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS

	Predominantly with Senior Officer, level 1 and level 2 Managers, scientific anf technical advisors and with some communication at Directorate Management Team level on an internal basis.
Externally communication will be with senior staff in Local Authorities, industry, the public and other Agencies.



E.
DIRECT REPORTS
	Senior grade Officers

Basic Grade Officers

Assistant / Trainee Officers

Specialists




Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Interaction between Policy and Implementation for new legislation. Corporate and Business Planning requirements.

	
	3
	
	

	Scientific/Technical

Namely: Multi-media expertise in a variety of areas 

	
	3
	
	2

	Managerial

Namely: Leadership, recruitment, mentorship, training, planning, budgeting, staff development

	
	2
	
	1

	Legislation

Namely: Multiple areas of legislation covering all environmental media

	
	3
	
	2

	Other 

(please specify) 
	
	
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	Relevant degree or equivalent

	Yes
	

	Corporate membership of an approved body
	
	Yes

	Accredited Management Training  
	
	Yes


3) EXPERIENCE REQUIRED

Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	relevant pollution control experience
	At least 3 years
	
	5 years

	People management experience


	Supervisory experience
	2 years
	People management
	2 years

	Budgetary management experience


	
	
	
	1 year

	Use of equipment and systems (please specify)

	Standard Microsoft Office suite
	1 year
	Key EPI programmes (ELMS, CLAS, NEMS)
	1 year

	Other (please specify):


	
	
	Project Management
	1 year


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication
Namely: letters to Senior Managers externally and memos internally

	Yes
	

	Report writing
Namely: Technical reports or updates on pollution events, etc. to Level 1 manager, Licensing Team, OMT. Briefing notes for Senior management.

	Yes
	

	Oral communication
Namely: Reports to Licensing Team, Team Leaders meetings, National working groups and various external working groups and meetings.

	Yes
	

	Presentations

Namely: Internal and external stakeholder meetings concerning specific work areas.

	Yes
	


GUIDANCE NOTES

PART A
If you are using a new job title for what is essentially an existing job currently with a different job title then please note this in the job title section.  

The job summary needs to cover all posts with the same generic title in the new Directorate structure so please indicate range where necessary above e.g. “typically reports to local Environmental Protection and Improvement Team Leader but also to Environmental Partnership Unit Manager”.  Please also state which SEPA office(s) the post is located in.
PART B

Briefly state the main purpose of the job in one sentence or a short paragraph.  It should allow readers to immediately focus on the job’s overall role in SEPA.,

PARTC

This is the most important part of the job summary..  The aim of this section is to convey what responsibilities and duties are expected of the job.  Please list responsibilities in descending order of priority.  It may help to think about outputs from the job.  Indicative percentages only are required to give a scale of e.g. the managerial versus technical scope of the role.  To aid in considering this, key categories of responsibility are shown below, but these are not exhaustive and not relevant to all posts:

Key Responsibilities and Level of Authority

The specific responsibilities e.g. managerial, technical, administrative, etc. that the post has, making it clear what autonomy and freedom to act the post has to make decisions and implement them .e.g. “Responsibility for initiating enforcement action…….” or “To assist in the management of databases” etc.  This should include, where applicable, analytical/problem solving responsibilities.
Judgement and Creativity

The specific responsibilities that the post demands by way of evaluating information, formulating decisions and judgements and generating ideas.

Budget and Resources

The type and level of budget and resource e.g. equipment that the post is responsible for.

Planning and Organising

Please state the type and purpose of any organisational and planning work that requires to be undertaken as a core part of the job.

PART D

Communication

The level and type of communication the post is responsible for delivering.  Please indicate the various types of people/groups internally or externally that the post needs to communicate with as an essential part of the role, excluding immediate line manager or direct reports. Please describe the broad type (reports, presentations, formal letters etc.), frequency (daily, weekly monthly) and purpose of communication (conveying information, negotiation etc.).

Working Relationships

Please provide a summary of the key stakeholders the post is required to work with as a core part of the role.  These may be internal or external stakeholders.   For stakeholder read customer, supplier, colleagues in other departments etc.

PART E
Please state the number and type (job titles) of direct reports to the post and the overall scale of staff numbers the post is accountable for i.e. if the post line manages other line managers.  If the post has no line management responsibilities then please state “None”.
Unit Manager

Generic Job Description 2005 

Approved by Director prior to restructure March 2005

THIS DOCUMENT IS UNCONTROLLED WHEN IN HARD COPY OR STORED IN ANY ELECTRONIC FORMAT OTHER THAN IN THE BUSINESS MANAGEMENT SYSTEM.

Printed by: <insert name>

Date Printed: <insert date>

