SCOTTISH ENVIRONMENT PROTECTION AGENCY

JOB SUMMARY 
A
JOB IDENTIFICATION
	JOB TITLE


	Unit Manager


	REPORTS TO


	Manager

	PORTFOLIO

	Circular Economy

	UNIT OR TEAM
	Team Manager 

	LOCATION(S)                            


	Flexible Location

	POST STATUS
	Full Time, Permanent
SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.


B.  
MAIN PURPOSE OF THE JOB

	To manage a team of Circular Economy staff to deliver the aims and objectives of the Circular Economy Portfolio and more specifically the Function and the Team of which the role is manager of.  



C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility



	 The day-to-day planning, organisation and control of the work required to be delivered by the team. 
 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




D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS

	Predominantly with Senior Officer, level 1 and level 2 Managers, scientific and technical advisors and with some communication at Portfolio Management Team level on an internal basis.
Externally communication will include maintaining and developing good working relationships with key external partners, including the Scottish Government’s Environmental Quality and Circular Economy Division, Energy Division, Zero Waste Scotland, DEFRA, Scottish Enterprise, Highlands and Islands Enterprise, Health Protection Scotland, and industry trade bodies.



E.
DIRECT REPORTS
	Senior Policy Officers & Specialists (Spec II)
Principal Policy Officer



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
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