CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title


	Head of IT  

	Section


	IT

	Location


	Edinburgh

	Salary

	£40,000 - £45,000

	Reports To


	Chief Operating Officer

	Work Pattern


	Full-Time

	Status


	Permanent

	Date


	October 2014


BACKGROUND

	General


	The IT team provide support to approximately 120 Citizen Advice Scotland (CAS) staff, and 2,500 staff and volunteers within the bureaux network supporting over 160 physical locations.  This comprises operational support and maintenance of the corporate network and data processing infrastructure for CAS and bureaux, comprising hardware, software, network infrastructure and a variety of databases, most notably the case recording system database (CASTLE) as well as managing a private cloud platform for bureaux. The Head of IT reports to the Chief Operating Officer. 

	Staff


	Post holder directly manages 2 members of staff at manager level and it is responsible for a team of 16 members of staff  


JOB PURPOSE

	The Head of IT will support the delivery of the organisation’s strategic aims, through the management of strategic IT, communication, and plans as well as the management of people development within the IT function.
To develop an IT strategy and be responsible for its implementation, monitoring and evaluation.


KEY ACCOUNTABILITIES


	1. Provide leadership and direction to the organisation in the IT area promoting the required values and competencies
2. To ensure an effective provision of the IT service to CAS and Bureaux, anticipating risks and issues to ensure a consistent service.
3. Enhance capabilities of IT Team at all levels through structured people development activities

4. Design and implement a balanced scorecard and performance framework for IT. 
5. To develop a service model for the IT function, including the creation of KPI’s and SLA’s. 
6. Design and build a strategy for succession planning with the IT department
7. Develop, manage and monitor strategic service plans and budgets in order to achieve objectives within the organisation’s business plan. 
8. Ensure there is robust governance of all aspects of IT Security
9. Ensure IT business continuity – develop, maintain and test disaster recovery plans for agreed services. 
10. Deliver the agreed IT components of projects, assessing and managing risks

11. Ensure SLA's with 3rd party IT contracts and suppliers are delivered and provide best value for CAS.

12. Ensure the implementation of systems and processes across the organisation 

13. To provide a first class IT service to Bureaux and CAS with a customer focus in relation to the delivery of services to Bureaux. 




AUTHORITIES AND LIMITATIONS

	1. Reports to the Chief Operating Officer with monthly review of progress against objectives  

2. Full span of control for strategic objectives for IT department 

3. Control of assigned departmental budget
4. Discretion in how to achieve personal objectives, in practical organisation of own work – what, when, how
5. Board or Committee decisions may determine the direction of certain aspects of work 




PROBLEM SOLVING


	1. Problems can be complex, requiring considerable analysis and option generation  

2. Problems may relate to complex operational issues referred by direct reports




PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	

	Knowledge and Experience

	1. Experience of leading an IT team or function within a small to medium, complex organisation.

2. Experience of leading in the areas of, systems, infrastructure and large scale projects with strategic IT development essential.
3. Experience of delivering commercially focussed IT solutions to a rapidly changing organisation. 

4. Management experience to include evaluating, improving and sustaining performance; planning, implementing and managing change. Ability to demonstrate a broad strategic view of the issues affecting the organisation's members and services and an understanding of the implications and impact of these in a shared service centre environment.

5. Experience of managing an IT team. This should include setting objectives, monitoring and managing performance, conducting appraisals and seeking development opportunities for others. 
6. Sound technical background and problem solving skills essential


7. Experience of setting up and monitoring appropriate performance measures for a complex infrastructure environment.  

8. Effective management of relationship and communications with internal and external stakeholders.
9. Experience of setting, managing and monitoring budgets.
10. Ability to translate technical jargon into plain English in order to drive informed decision making.
11. Strong ITIL experience.


	Additional Requirements

	Requirement to travel within Scotland, and possibly the rest of the UK,  possibly involving work out with normal office hours and some overnight stays 



Desirable
	Qualifications and Attainments

	Qualification in IT and/or membership of relevant professional body

	Knowledge and Experience

	Experience of managing large scale IT projects.

Experienced in managing SQL databases with sound understanding of the code and structure behind the platforms. 

Experience of working with Scottish and Central Government organisations.



