	Role Title:
	Business Manager

	
	Office of the Commissioner for Public Appointments in Scotland


	Role Description - The Business Manager provides financial, business and administrative support to the Commissioner for Public Appointments in Scotland and her team. The Business Manager is required to produce high quality work, establish their own priorities and take responsibility for all aspects of running the Commissioner’s office. This will include financial management, records management, facilities management, event management, diary management, travel arrangements for the team and liaising with a wide variety of individuals and organisations.




	Main duties and responsibilities include:

· Ensuring regular business review meetings take place and translating the outcome into a revised business plan

· Maintaining OCPAS financial management systems and providing accurate reports for the Commissioner

· Preparing and reviewing OCPAS budgets. Presenting OCPAS budget bids to and negotiating the bid with the Scottish Parliamentary Corporate body 

· Preparing and submitting funding requests to the SPCB

· Establishing and liaising with OCPAS Audit Board

· Collecting and analysing data on planned and completed appointment activity to support business and financial planning. Capturing and analysing data on other aspects of the appointments process, for example on applicants, for ongoing work such as the Equal Opportunities strategy and promotional activities

· Managing production of the Annual Report and producing material for the Report

· Promoting the work of OCPAS by mounting creative events and preparing materials

· Coordinating OCPAS PR activity, including the work of the OCPAS Role Models

· Managing the office accommodation and facilities

· Maintaining operating procedures to ensure the smooth and consistent operation of the Commissioner’s office to include:

· Ensuring regular reviews of the following – 

· OCPAS policies

· risk register

· scheme of delegation

and updating documents as required

· Implementing the office’s human resource policies and procedures

· Providing administrative support to the Commissioner

· Providing systems support for the team, such as records management

· Providing IT support and developing and maintaining the website

· Ensuring office supplies are maintained

· Making travel arrangements for the Commissioner

· Organising events and meetings

· Processing the incoming and outgoing post

· Undertaking any additional duties described in the Scheme of Delegation

· Handling FOI requests in relation to the above duties




	Functional Knowledge:

The Business Manager needs to combine efficient planning, organisational and administrative skills with practical computer usage.  They will need to be IT literate and able to use a range of IT packages; proficiency in Microsoft Office Word, PowerPoint, Access, Outlook, Excel and Sage is required.

The role also requires a good understanding of the range of processes, procedures and systems required to perform the work of the Commissioner and her office. Full training will be provided in these systems.




	Business Expertise: 

The Business Manager will be responsible for financial planning and management and operational management. They will organise their own work and may supervise the work of others engaged on contracts in order to achieve agreed objectives.

The role requires an understanding of how the individual’s own activities impact upon the success of the Commissioner’s extended team and the organisation’s stakeholders. Experience of team working is required, supporting colleagues in the provision of a flexible and efficient service to stakeholders.





Since the role may be exposed to sensitive information, the role holder is expected to maintain levels of confidentiality at all times.

	


	Salary, terms and conditions:

The post is pensionable through membership of the Civil Service pension scheme with terms and conditions analogous with SPCB’s Grade 4.
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