	Role Title:
	Guidance Manager

	
	Commission for Ethical Standards in Public Life in Scotland


	Role Description - The Guidance Manager provides oral and written guidance to Public Appointments Assessors (PAAs), the Scottish Government and all other interested parties on the requirements of the Code of Practice for Ministerial Appointments to Public Bodies in Scotland (the code), its interpretation and its application in specific appointment rounds. The Guidance Manager also provides advice on the requirements of the Equality Act and how its requirements may be met:

· by the Commission
· during appointment rounds.

The post-holder is also responsible for providing cover for the Public Appointments Commissioner’s (PAC) Compliance Manager as required.


	Main duties and responsibilities include:

· Capturing and analysing data on the ministerial public appointments process, including a range of data supplied by Scottish Government and data obtained from PAC research. Advising the Commissioner of trends identified and action necessary.
· Providing advice on code compliance to PAAs and Scottish Government officials 

· Producing training materials and presenting at events for PAAs to promote knowledge of the code and the appointments process and ensuring promotion of equality is embedded in such materials 
· Producing and disseminating guidance for PAAs and other stakeholders
· Accessing information from, and adding information to, the PAC database of precedents and practice issues, to support development and understanding of the appointments process 
· Developing and running tendering exercises to appoint future PAAs
· Responding to requests from Scottish Government officials for PAAs and updating the PAA database. Validating invoices and expenses claims for PAAs
· Discussing with the Scottish Government options for code compliance when the requirements of the code are considered inappropriate or cannot be met

· Participating in a peer review system with the Compliance Manager and providing cover for the Compliance Manager as required 
· Keeping the Diversity Delivers and Role Model sections of the PAC website up to date 
· Ensuring website case studies and role model profiles are refreshed regularly
· Mentoring potential public appointees and participating in public appointment networks
· Promoting the work of the Commission by taking part in or giving presentations at events

· Writing and updating sections of the public appointments handbook relating to equality and diversity
· Producing material for inclusion in the Commissioner’s Annual Report
· Preparing reports as required for Committees of the Scottish Parliament


	Functional Knowledge:

The Guidance Manager needs to combine efficient management and organisational skills with practical computer usage.  They will need to be IT literate and able to use Microsoft Office Word, Outlook, PowerPoint, Access and Excel

The role also requires a good understanding of the Code of Practice for Ministerial Appointments to Public Bodies in Scotland and how it is to be interpreted plus the range of processes, procedures and systems required to perform the work of the Commissioner and her office. Full training will be provided in the systems used by the Commissioner’s Office.
The post holder is required to have experience of promoting equality through effective recruitment and selection activity.



	Business Expertise: 

The person will be responsible for planning and organising their own work, in accordance with established procedures, 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 office and the organisation’s stakeholders.
Experience of team working is required, as is the ability to maintain close working relationships with external organisations and the general public.
Experience of commissioning work and tender procedures is also required. 




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

	Written communication will require proficiency in Microsoft Office Professional – Word, PowerPoint, Access, Excel and Outlook.




	Salary, terms and conditions:

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



OCPAS, MWB Business Exchange, 9-10 St Andrew Square, Edinburgh EH2 2AF

Telephone 0131 718 6058 Email info@publicappointments.org Website www.publicappointments.org

