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1. Introduction 

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides 

market salary data for the following role(s):  

 

• Gallery/Museum Director 

 

 

2. Market salary data 

This section presents the market salary data. We aim to provide a minimum of three sources 

of information for each job to enable ‘triangulation’ of the results, and thereby provide the 

widest possible assessment of the market for this role.  

 

2.1. Market data 

The tables in the following sections provide the aggregate market salary for a full-time 

Gallery/Museum Director. 

 

2.1.1. Museums Association 

The Museums Association published salary guidelines in 20171 and the report suggested a 

Director or Museum Manager could expect a median salary of around £45,500. The report also 

suggests a Deputy Head Teacher in Primary School or a Civil Servant Grade 6 could be used as 

comparators for the role. 

 

Gallery/Museum Director  

 Lower quartile Median Upper quartile 

Director or Museum Manager £46,913 £45,500 £71,186 

 

  

 
1 Salary-Guidelines-2017.pdf (digitaloceanspaces.com)  

https://ma-production.ams3.digitaloceanspaces.com/app/uploads/2020/08/17072453/Salary-Guidelines-2017.pdf


 
 

 

2.1.2. IDR data 

Civil service Grade 6 

Job level Company 

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

National 21 £63,600 £64,866 £66,836 £65,438 

 

1.1.1. NHS data 

In this section we provide information on the salary range for the pay band likely to cover 

comparator jobs in the NHS. The NHS, with 1.2m staff, is the largest employer in the UK and as 

such plays a key role in influencing the market for many non-medical roles, particularly in 

education, given the links between parts of higher education and the NHS.  

 

Managers of business and events in the NHS are typically employed on an 8a and the current 

salary range is £45,753 - £51,668 a year outside of London and high-cost areas in the South 

East/South. Roles based in high-cost areas qualify for the following supplements: 

 

• Inner London – 20% of basic salary, subject to a minimum payment of £4,474 and a 

maximum payment of £6,892; 

• Outer London – 15% of basic salary, subject to a minimum payment of £3,786 and a 

maximum payment of £4,824; 

• Fringe – 5% of basic salary, subject to a minimum payment of £1,037 and a maximum 

payment of £1,793. 

 

  



 
 

 

 

2. Job advertisements 

This section details current comparable vacancies from our database of advertised positions. 

 

2.1. Data and summary 

Gallery/Museum Director – advertised positions summary 

 Minimum Maximum 

Average £46,784 £50,552 

 

Gallery/Museum Director - job advertisements 

Ref ID Organisation Job title Min Max 

ID113 Science Museum Group Masterplan Project Director £50,000 £56,000 

ID114 Literature Wales 

Deputy CEO & Head of 

Operations 
£40,000 £40,000 

ID115 Wysing Arts Centre Director £55,000 £55,000 

ID116 Curve Theatre Director of Production £45,000 £45,000 

ID117 Esmee Fairbairn Foundation 

Director of Creative Confident 

Communities & A Fairer Future 
£66,000 £73,000 

ID118 Astra Foundation Foundation Manager £45,000 £60,000 

ID119 Fio Artistic Director £36,000 £36,000 

ID120 Leicester Print Workshop Director £38,300 £38,300 

ID121 

Leeds and York Partnership 

NHS 

Deputy Director (Business and 

Events) 
£45,753 £51,668 

 

2.2. Job advertisements 

The following pages present the job advertisements for the above vacancies.  
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    Image: Pete Fowler’s mural on the Great Western Water Tower, Cardiff 

 

 

Deputy CEO & Head of Operations 

Permanent, Full-time  

 

Salary: £40,000 per annum 

 

Location: Wales (position is currently remote working). 

Main offices are usually located in Cardiff and Llanystumdwy 

 

Closing Date: Monday 12 April, 5.00 pm        Interviews: Thursday 15 April 2021               

 

Literature Wales, the national company for the development of literature, is recruiting for the role of Deputy CEO & 

Head of Operations.  

Are you an imaginative and analytical thinker who likes to drive change and question established systems of 

working? Are you committed to values of inclusion and fairness, and do you believe that culture in all its forms can 

bring about positive change to society? Can you help lead a team of people and embrace the challenges of a post-

covid recovery process for the arts?  

https://www.literaturewales.org/
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If so, then you might want to consider applying for this exciting role, which is a key leadership position in one of 

Wales’ foremost arts organisations. You could be looking for a new challenge and a step up from your current role, 

or you might be seeking an opportunity to work in a different setting and sector.  

We are not necessarily looking for somebody with a background in arts and literature. What is more important is a 

positive attitude towards change and challenge, the potential to lead and inspire people, and a belief in the values 

and ambitions of the organisation.  

 

A day in the life of the Deputy CEO & Head of Operations 

Your working day is varied and often requires reprioritisation as urgent tasks land. You will find yourself liaising with 

colleagues and partners while preparing a large grant application, making sure the proposal delivers against the 

strategic aims of our stakeholders. 

There is a regular cycle of Management Board meetings which require reporting, and part of your responsibility will 

involve checking compliance, overseeing the risk register, and updating Directors on progress towards mitigating the 

highest risks identified. You will also coordinate the policy updates provided by your colleagues, and lead on some of 

the more complex and current policies, for example a Sustainability Policy. 

You will regularly liaise with representatives from the Arts Council of Wales, aligning organisational targets with key 

policy areas, including the seven goals of the Well-being of Future Generations Act. You will also work through past 

reports, building the business model to make the most of opportunities in a post COVID-19 climate. 

On other days you will meet with stakeholders from across the health, tourism, arts, education, third and heritage 

sectors, building relationships and working on joint initiatives which are innovative and deliver for the wider 

literature sector. You will run several creative projects alongside those you develop and hand over to others to 

deliver. 

Your project management work will involve hands on budget management and artist liaison, monitoring and 

evaluation, and communications. Across your working week you will get stuck in as part of the team and this involves 

proactively initiating solutions, doing your own administration and having an open attitude to learning from all 

colleagues. 

 

About the role 

A strategic thinker who is passionate about change and resilience, you will be responsible for leading the business 

planning and operational side of the organisation. 

Within this role, you will support the CEO in managing and implementing internal systems and structures, including 

risk management, compliance, and fundraising. You will manage a small team of officers responsible for finance, 

monitoring and evaluation, and governance, as well as supporting the CEO in managing members of the Senior 

Leadership Team 

You will be able to demonstrate how the strategic and creative direction of the organisation helps to support many 

of the Welsh Government’s key objectives, including: the Cultural Contract; The Well-being of Future Generations 

(Wales) Act 2015; Cymraeg 2050; the 2022 Curriculum for Wales; and the International Strategy for Wales. You will 

contribute learning from this work into the ongoing development of Literature Wales’ overall strategic direction. 

You will work closely with the Creative Leads and Communication Manager to make sure that our programme and 

activities deliver on the organisation’s key measures of success and that we are able to effectively communicate our 

value and worth to key stakeholders and funders.  

The Deputy CEO & Head of Operations will also lead on the development and delivery of key creative projects under 

our Activity Pillars and Tactical Priorities. This will involve working with a range of stakeholders including partner 

https://gov.wales/securing-the-future-of-wales-culture-sector
https://www.futuregenerations.wales/wp-content/uploads/2017/02/150623-guide-to-the-fg-act-en.pdf
https://www.futuregenerations.wales/wp-content/uploads/2017/02/150623-guide-to-the-fg-act-en.pdf
https://gov.wales/cymraeg-2050-welsh-language-strategy-action-plan-2019-2020
https://hwb.gov.wales/curriculum-for-wales
https://gov.wales/international-strategy-for-wales
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organisations and artists. You will follow the Logic Model in devising methods which optimise on the delivery of 

Literature Wales’ well-being outcomes and longer-term impact, building in learning points from previous projects. 

During 2021/2022 the Deputy CEO & Head of Operations will: 

• Support the CEO in developing the next phase of the Strategic Plan and the organisation’s submission to the 
forthcoming ACW investment review; 

• Lead on developing the operational structures of the organisation; 

• Develop new business model and funding opportunities as part of a post COVID-19 recovery strategy; 

• Lead on the development and implementation of the Fundraising Strategy, including responsibility for all 
major grant applications, corporate sponsorship, and donation income generation; 

• Lead on developing and implementing the delivery model and project planning processes, in line with 
organisational strategy; 

• Develop existing strategy into an activity plan for how the organisation and the literature sector can tackle 
the urgent threats of climate emergency; Oversee organisational legal and regulatory compliance; 

• Lead on sector consultation mechanisms to monitor, evaluate and report on stakeholder feedback, ensuring 
this influences strategic development; 

• Support the CEO in development and implementation of HR policy and frameworks; 

• Support the CEO in change management; 

• Line manage a small team; 

• Lead on risk analysis and management across the organisation; 

• Represent the organisation in public forum including media platforms and stakeholder meetings;   

• Lead on operational liaison with key stakeholders including funders; 

• Lead and support creative projects, including national and international initiatives. 

Reporting to: 

Chief Executive 

 

Suitability for the role 

Skills we’re looking for: 

• A self-motivated individual with project management experience; 

• Experience and knowledge of working with under-represented individuals, communities and/or audiences, 

and a strong awareness and knowledge of the lived experience of these groups; 

• The ability to make decisions, evaluate these, shape and reshape solutions in consultation with others until 

they are best fit; 

• An imaginative and analytical thinker who thrives on challenges and embraces change; 

• Experience of developing and implementing internal structures and systems; 

• The ability to lead a team of people and influence stakeholders and partners; 

• A confident, organised and ambitious individual with a flexible approach to working. 

 

If you’re somebody who: 

• Is an imaginative and analytical thinker who likes to drive change and question established systems of 
working; 

• Is committed to values of inclusion and fairness, and believe that culture in all its forms can bring about 
positive change to society; 

• Is able to help lead a team of people and embrace the challenges of a post-covid recovery process for the 
arts; 

• Is willing and able to quickly learn new skills and concepts and encourage others to do so; 

• Thinks creatively and enjoys collaboration and is happy to work outside the usual requirements of the role; 

• Has a positive attitude to work alongside a range of colleagues to achieve a common goal; 
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• Has the flexibility to occasionally work unsociable hours; 

• Pays attention to detail and works well under pressure and to deadlines; 
 

Then this could be the opportunity for you. Please feel free to contact us to discuss the role in advance, or to ask for 

more information.  

Many of our key programmes and initiatives are aimed at tackling under-representation and inequalities within the 

sector. Our ambition is to nurture a national literary culture which is representative of contemporary Wales. We are 

also working towards ensuring representative inclusion throughout our internal structures, and our Equalities, 

Diversity and Inclusion Plan can be found here. 

We strongly encourage applications from people who are underrepresented in the literature sector, and from those 

who experience discrimination due to race, gender identity, sexual orientation, marital status, religion, nationality, 

ethnic origin, disability, socio-economic class, or age. We are dedicated to meeting access requirements – please 

contact us to let us know what you need.  

A positive attitude towards the Welsh language and bilingualism is essential for this role.  

 

How to apply 
 

1. Please read the above job description carefully. Also, please read the Literature Wales Strategic Plan for 

2019-2022 here and our 2019-2022 Mid-Term Report here.  

 

2. Please write an application letter of no more than 3 pages of A4 or create a video application (both formats 
are acceptable and of equal value) of no more than 8 minutes explaining why you are interested in the role 
and how you are suitable for it. Tell us about your experience and what interests you about specific 
elements of the role. Please also tell us about you and your life ambitions e.g. what excites you and what 
would you like to be doing in five years-time? 
 

3. Send your letter to post@literaturewales.org by 5.00 pm on Monday 12 April 2021: 

 

- Your application letter or video 

- Your CV (of no more than three A4 pages) and the details of two referees who know you in a 

professional context. We will only contact referees after an offer of employment has been accepted 

- A completed Literature Wales Equality and Diversity Form (available here) 

 

What will happen next? 

We will assess the applications and invite successful candidates to a digital interview on Thursday 15 April. There will 

be three people on the interview panel representing the Literature Wales team.  

Although this will be a formal interview, we will try to ensure that each candidate is comfortable with the interview 

process. If the interview process causes you any concern, please let us know in advance and we can arrange an informal 

meeting or chat over telephone or video call with Lleucu Siencyn, CEO, before the interview.  

 

Our Recruitment Policy 

Literature Wales benefitted from being a part of the Weston Jerwood Creative Bursaries, which support arts 

organisations to expand their approach to diverse recruitment and talent development. We are committed to 

welcoming candidates from a wide range of backgrounds, which includes assessing applications partly based on 

https://www.literaturewales.org/about/strategic-plan-2019-2022/
https://www.literaturewales.org/about/2019-2022-mid-term-report/
mailto:post@literaturewales.org
https://www.literaturewales.org/wp-content/uploads/2019/06/Literature-Wales-Equality-and-Diversity-Form.docx
http://www.jerwoodcharitablefoundation.org/projects/weston-jerwood-creative-bursaries-2017-19/
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potential strengths. We operate an anti-racist culture and are developing our Safeguarding and HR policies to include 

best practice processes when working with those who have suffered the trauma of discrimination and on addressing 

micro-aggressions in the workplace. If you would like to apply for this role but are uncertain whether you have 

sufficient experience, please contact us for an informal chat. 

Literature Wales recognises its duty to safeguard children and adults at risk as they attend or participate in the 

literary arts. As such, all roles at Literature Wales are subject to passing an enhanced DBS check. Literature Wales 

reserves the right to terminate employment or rescind offers of employment if the DBS check reveals any spent or 

unspent convictions, cautions, reprimands or warnings for unprotected crimes which relate to, or could threaten, 

the safety of children and adults at risk. Furthermore, this applicant or employee will be reported to the police and 

DBS for applying for the role. In line with the Rehabilitation of Offenders Act (1974) and our policy for inclusive 

recruitment, if you would like to discuss this with us confidentially before you apply, please let us know. 

 

About Literature Wales 

Literature Wales is the national company for the development of literature. Our vision is a Wales where literature 

empowers, improves and brightens lives. Our mission is to inspire communities, develop writers, and celebrate the 

literary culture of Wales. We do this by: 

• increasing the accessibility and impact of creative writing for participants in Wales; 

• enabling early career writers to engage with opportunities to hone and diversify their skills; 

• strengthening the range, reach and reputation of Wales’ writers. 

We work in Welsh, English and bilingually across Wales. Our patron Sir Philip Pullman, author of the best-selling His 

Dark Material trilogy of books (and adapted into the hit HBO/ BBC series). 

Our Priorities 

Based on our understanding of the power of literature to improve and transform lives, and the need to focus our 

activities where they will have greatest impact, we have identified three Tactical Priorities which will underpin all our 

work: 

• Representation & Equality – we will provide platforms and encourage under-represented literary voices, 

and work towards creating a national literary culture which represents contemporary Wales. 

• Health & Well-being – we will support and advocate for the ways literature can contribute positively to the 

nation’s health and well-being and will help to improve the lives of people in Wales. 

• Children & Young People – being able to take part in creative writing and reading for pleasure is everybody’s 

right and we will make a significant contribution to the well-being of the future generations of Wales. 

We are a member of the Arts Council of Wales’ Arts Portfolio and are one of eight National Companies which also 

includes the BBC National Orchestra Wales, Ffilm Cymru Wales, National Dance Company Wales, National Theatre 

Wales, Theatr Genedlaethol Cymru, Wales Millennium Centre and Welsh National Opera. 

Literature Wales is a registered charity that works with the support of the Arts Council of Wales and the Welsh Government.  

 

http://www.literaturewales.org/
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Job Description Template 

 

Job Title                         Deputy Director (Business and Events) 

Department mHabitat 

Band 8a 

Reports To Managing Director 

Operationally 
Responsible To 

Managing Director 

Professionally 
Responsible To  

Managing Director 

Location  Co>Space North, Remote Working, Other Trust Base and 
Delivery Event Spaces 

 

JOB PURPOSE  

The ability to both maintain a sharp focus on the bigger picture and at the same time have a 

natural eye for detail is essential in this role.  

The post holder will need a proven ability to develop and deliver effective business processes 

and engage and support staff and stakeholders to embed them into practice. They will need 

to be proactive and innovative bringing in new business through marketing and 

communications, influencing, strategic planning, partnership working and bid writing.   

The role also requires extensive experience in developing and delivering new blended offline 

and digital training and capacity building programmes in the field of co-design, digital 

innovation and inclusion.  

Post holders will be expected to bring with them a toolkit full of ideas, models and tools drawn 

from fields such as service design, digital, improvement science, community development, 

social change and mental health and wellbeing. 

The job holder will manage relationships between mHabitat and a wide range of stakeholders 

in order to develop the team, organisation, programmes and projects. They will work 

collaboratively with partners to improve service quality, develop new business and proactively 

promote the person centred ethos of the mHabitat. They will be adept at: working in 

multidisciplinary, highly skilled teams; delivering complex projects; managing dependencies 

and risks; breaking down barriers and removing blockers to delivery; facilitating planning and 

estimation; tracking and reporting on progress against goals; matrix managing team members, 

and motivating teams while responding to changing environments.They will subscribe to 

‘open’ as an approach and ensure transparency, accountability and excellent relationships 

across boundaries. They will be methodical, empathetic and highly motivated to make a 

difference. As an important part of a values driven team, the postholder must understand and 

engage with the values of the Trust and mHabitat and will make a  contribution to the mission 

of ensuring that everyone benefits from digitally enabled health and care. 
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STRUCTURE  
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DUTIES AND RESPONSIBILITIES 

 

1. Communication/Relationship Skills 
(covers providing and receiving routine, complex or highly complex information, 
barriers to understanding, communicating sensitive or contentious information) 

● Operate effectively in a flexible and demanding environment and proactively engage 

with NHS staff, academics, consultants and contractors working on a variety of 

projects 

●  Work effectively with a variety of external consultancies working on other projects and 

programmes within other NHS/care providers as required 

● Provide and receive highly complex, sensitive and contentious information, presenting 

information, to a wide range of stakeholders in a formal setting 

●  Deal with potentially aggressive/antagonistic situations as required 

● Work and engage constructively and confidently with internal and external 

stakeholders on a range of business sensitive issues 

● Nurture key relationships and maintain networks internally and externally, including 

national networks to a high standard 

● Address programme and project inter-dependencies and ensure alignment to local, 

regional and national priorities, negotiating solutions as appropriate and supporting 

the mHabitat team to deliver 

● Apply a structured change management approach and methodology for the impact of 

any change both internally and externally 

● Deputise for the Managing Director as required, expanding on knowledge, skills and 

experience within personal professional development  

 

 

2. Knowledge, training and experience 
(covers base, intermediate or specialist knowledge (theoretical and/or practical), 
level of qualifications, training and experience) 

● Educated to a Masters degree level or equivalent experience or equivalent 
training in related business operations and business development, including 
marketing and communications, bid writing, winning tenders and commissions 
and securing grants   

● Excellent knowledge of the digital health innovation and inclusion landscape  
● Excellent working knowledge of application software, including the Microsoft 

suite and Google Suite 
● Strong track record in programme management and leadership  
● Knowledge, training and experience of training and capacity building and event 

organising 
● Extensive knowledge and experience of health and/or social care 

 

3. Analysis, Problem Solving and Judgemental Skills 
(covers judgements/decision making of straightforward, a range of situations, 
complex or highly complex of facts or situations) 
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● Manage highly complex situations arising from this fast paced business, 
including those arising from project and programme delivery, quality 
management, financial management, technical and social.  
 

● Undertake analysis and interpretation of outcomes/complaints/conflicts, 
arising from the PMO and events functions. 
 

● Undertake risk management for the business and PMO functions, applying 
an analytical mind, and problem solving approach, to reduce or mitigate risks 
of, for example, a financial or reputational nature. 
 

● Enact problem solving skills and ability in order to respond to the many 
sudden and unexpected demands.  This will include emotional, technical and 
social aspects. 
 

● With specific expertise in this field you will be able to demonstrate 
independent thinking, excellent judgement, problem-solving and analytical 
skills. 
 

● Ability to analyse and formulate options appraisals across innovative 
initiatives, and horizon scanning for future technological developments, within 
the digital health sphere. 
  

 

4. Planning and Organisational Skills 
(covers planning and organising own tasks, straightforward tasks, complex or a 
broad range of complex activities or programmes) 

Plan and organise broad range of complex activities; formulates, adjusts plans or strategies 

/ Formulate long-term, strategic plans, involving uncertainty, may impact across the whole 

organisation. Prepares plans for IM&T aspects of service provision; contributes to medium 

term IM&T strategy/Develops and takes the lead in advising on long-term strategic 

IM&T/business planning for the whole organisation. 

● Prepare complex plans, and organise a broad range of activities therein, for the 

business functions under this role, including projects, programmes, marketing 

and events. 

● Manage a wide range of complex activities within the digital and healthcare 

sphere for the portfolio of projects and programmes, marketing campaigns, and 

events. 

● Plan and organise learning events for the core business functions under this role 

to ensure the team continues to deliver quality and efficacy, and to lead service 

improvements initiatives to maintain a competitive edge in the marketplace.  

● Formulate and organise creative marketing campaigns for complex and sensitive 

projects, to raise the team’s profile and build business income streams. 
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● Contribute to the strategic planning of Team projects, identifying 

interdependencies across projects/functions, potential impacts on wider 

organisation, resource requirements and building in contingency and 

adjustments as necessary 

 

● Contribute to the development of performance and governance strategies and 

the development and implementation of improvement programmes, in 

accordance with sector priorities 

● Contribute to short, medium and long term business plans, achieving quality 

outcomes 

 

5. Physical Skills 
(covers minimal demand for physical skills, standard driving/keyboard or 
advanced/highly developed  physical skills such as hand-eye co-ordination, sensory 
skills, moving patients and surgical activities) 

The role will require minimal physical skills– using public transport, keyboard skills, 
moving workshop materials such as writing and creative materials. 

 

6. Patient/Client Care 
(covers non-clinical advice, personal care, clinical care, implements or develops 
care packages/clinical technical services which are specialist or highly specialist) 

Non clinical in nature, the role will entail working alongside the mHabitat team in group 
situations with patients and clinical staff. The postholder will be expected to adhere to 
best practice guidelines in basic safety for patients and themselves, in line with non- 
clinical staff policy and practice. Eg safeguarding. 

 

7. Policy and Service Development Implementation 
(covers responsibility for development and implementation of policies and/or 
services i.e. implements in own work area, policy/service development across own 
area/directorate/organisation) 

● Responsible for proposing and drafting changes, implementation and interpretation to 

policies, guidelines and service level agreements (SLA’s) which may impact service. 

● Development of existing and new approaches to our services and offer drawn from a 

range of disciplines including quality improvement, systems thinking and service 

design 

● Maintain a good knowledge of emerging digital strategy, codes of practice, standards 

kite marking and legislation in the NHS. 

 

 
 
 

8. Responsible for Financial and Physical Resources 
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(covers financial resources i.e. cash, cheques, budgets and physical resources such 
as clinical, office and other equipment, tools, instruments, personal possessions of 
patients/clients) 

● Act in a way that is compliant with Standing Orders and Standing Financial 

Instructions in the discharge of budget management responsibilities. 

● Budget holder for assigned function/team, budget setting with the mHabitat 

Managing Director.  Responsible for ensuring adherence to the budget and on-

going monitoring of expenditure against budget and ensuring the appropriate 

documentation is available for scrutiny. 

● Identify products, equipment, services and facilities for assigned activities, 

achieving stakeholder buy-in as required; signing invoices, keeping mindful of 

budget limitations. 

● Responsibility for making recommendations, providing advice and able to prepare 

strategic reports/briefings for the Managing Director, Steering/Reference Groups 

and others as required. 

● Work with the mHabitat Managing Director to identify, develop and secure new 

income streams and strategic opportunities. 

  

 

9. Responsible for Human Resources 
(covers management/supervision/coordination/teaching, training and development/ 
including dealing with HR issues such as grievance, disciplinary, absence 
management and appraisal) 

● Directly manages the team of staff, responsible for day to day work assigned to 

Team. 

● Responsible for the recruitment of team staff, chair of recruitment panels and 

acting as the recruiting officer. 

● Responsible for undertaking appraisal and personal development including 

progressing any disciplinary or capability issues. 

● Forge close positive working relationships, in order to support an effective matrix 

approach to achieve mHabitat objectives. 

● Support, motivate and develop staff within the team to ensure that they are able 

to deliver the responsibilities of the mHabitat. 

● Manage third parties (such as suppliers and associates) to ensure deliverables 

are met in a timely manner and within budget. 

● Actively support the development of individuals and the team through appraisal, personal 

development planning, coaching and mentoring 

● Work in partnership with others and as part of external teams to deliver successful 

outcomes 

● Support the team’s ways of working, model its values and champion the NHS Constitution    

● Support the director in team development, skills analyses and recruitment strategies as 

required. 
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10. Responsible for Information Resources 
(covers computerised, paper-based and information systems i.e. records own 
generated information, data entry, create reports, design/development/use of 
information systems) 

● Draft reports summarising status on issues, appraising outcomes, and providing 

progress reports for the mHabitat Director and accountable officers 

● Collate as required, qualitative and quantitative information and lead appropriate 

analysis to develop robust business cases and contribute to project ‘products’. 

● Analyse, interpret and present data to highlight issues, risks and support decision 

making. 

 

11. Research and Development (R & D) 
(covers informal and formal clinical or non-clinical R & D i.e. carries out audits, 
undertakes R & D, co-ordinates and implements R & D programmes) 

● Plan, develop and evaluate methods and processes for gathering, analysing, 

interpreting and presenting data and information 

● Research, develop and deliver projects and programmes to comply with key 

performance indicators and to a high quality standard 

● Lead research & development initiatives including bid writing, partnership building 

and delivery.  

 

12. Freedom to Act 
(covers accountability for own actions and those of others, use of own initiative and 
act independently and the discretion to take action i.e. works with supervision or is 
guided by procedures, guidance by others, interprets policy and strategy) 

● Demonstrable ‘can do attitude’ willing to lead and support colleagues in a small 
team, to ensure successful delivery.  

● Self-starter able to work remotely, to a high level of autonomy and taking personal, 
acting with minimal guidance  

● Responsibility for workload management, without supervision, using own judgement 
to define day to day work priorities. 

● Decision making in a high pressure environment, prioritising appropriately and 
demonstrating effective reasoning/adherence to policy and organisational values. 

● The postholder will be required to identify their own training and development needs 
and be proactive in implementing agreed plans to meet these needs. 

 

 

 
 
 
 
HEALTH, SAFETY & RISK MANAGEMENT 
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You  must at all times comply with the Leeds and York Partnership NHS Foundation 
Trust Health & Safety Policies, in particular by following agreed safe working 
procedures and reporting incidents using the trust’s risk incident reporting system. 
 
You are required to inform the line manager of any safety issues that could affect you 
or others in the work place. You are responsible for your own Health & Safety and 
must co-operate with the management at all times in achieving safer work processes 
and work places, particularly were it can impact on others. 
 
You will be trained in the correct use of any equipment provided to improve Safety and 
Health within the trust. You are required to use the equipment when necessary and as 
instructed; it is your responsibility to ensure the equipment is safe to use, prior to its 
use and must report any defects immediately to your manager. 
 
You have a duty to take reasonable care of health and safety at work for you, your 
team and others, and to co-operate with employers to ensure compliance with health 
and safety requirements 
 

PLUS FOR SUPERVISORY GRADES ONLY 
You are required to provide adequate supervision to ensure compliance with safe work 
practices. 
You will be expected to carry out risk assessments, identify hazards in your work place, 
and evaluate the level of risk associated with identified hazards and implement 
adequate controls to eliminate or reduce the level of risk. 
 
OR FOR MANAGEMENT GRADES ONLY 
You are responsible for the implementation and adherence to trust Safety Policies and 
Procedures for areas within your remit. 
 
You are required to ensure suitable and sufficient risk assessments are completed for 
all areas within your remit. The controls identified must be evaluated and implemented 
were necessary. 
 
You are required to review all risk assessments periodically and particularly when 
staffing and/or equipment changes. Monitoring the effectiveness of any control 
measures implemented 
 
You are to ensure suitable and sufficient equipment is provided to sustain the Health 
& Safety of staff, patients and visitors to areas within your remit 
 
TRAINING AND PERSONAL DEVELOPMENT 
You must take personal responsibility in agreement with your line manager for your 
own development by ensuring that continuous professional development remains a 
priority. You will undertake all mandatory training required for the role and participate 
in supervision/appraisal as necessary. 
 
SAFEGUARDING 
Any postholder within the organization will be expected to undertake safeguarding 
training (Children and Adults) appropriate to their role and adhere to policies and 
procedures relevant to the area they work in. 
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INFORMATION GOVERNANCE AND DATA QUALITY  
CONFIDENTIALITY 
You have a duty to protect the confidentiality of personal information you hold. You 
should respect patient confidentiality at all times, and protect, and not divulge patient 
information unless sanctioned by the requirements of the role. 

 
DATA QUALITY 
If your job involves collecting and / or inputting data into Trust information systems, 
and particularly if this relates to service users or other persons, then you must follow 
Trust policies and procedures to ensure the accuracy and completeness of this 
information. 
 
Plus for supervisory and management grades 
If you supervise or manage staff then you are required to ensure staff understand and 
comply with Trust policies and procedures concerning the collection and input of data 
into Trust information systems. 
 
TRUST VALUES 
You are required to act at all times in accordance with the Trust values of Improving 
Lives, Respect and Dignity, Compassion, Commitment to Quality of Care, Everyone 
Counts and Working Together. 
 
EQUALITY AND DIVERSITY 
You have a duty not to discriminate against service users/patients, staff or visitors and 
to adhere to equal opportunities and equality and human rights legislation. 
 
SPECIAL WORKING CONDITIONS 
This section should outline any particular physical or environmental demands of the 
job but only where this is objectively justified. For example the need to travel from site 
to site. 
 
INFECTION CONTROL RESPONSIBILITIES 
You have the following key responsibilities: 

● You must was your hands or use alcohol gel on entry and exit from all clinical 
areas and/or between each patient/service user contact. 

● You have a duty to attend annual mandatory hand hygiene training (clinical 
staff) or three yearly mandatory hand hygiene training (non clinical staff) 
provided for them by the Trust. 

● If you develop an infection (other than common colds and illness) that may be 
transmittable to patients you have a duty to contact Occupational Health or 
Infection Control and seek advice on its’ management. 

● Compliance with all infection control policies and procedures will form an 
integral part of the practice of all staff. 

 
HIGH QUALITY PATIENT CARE 
For clinical staff only 
You will maintain the highest standards of care and service treating every individual 
with compassion, dignity and respect taking responsibility not only for the care you 
personally provide but also your wider contribution to the aims of your team and the 
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NHS as a whole. 
 
You will play your part in sustainably improving services by working in partnership with 
patients, the public and communities 
 
RAISING CONCERNS 
You should aim to raise any genuine concern you may have about a risk, malpractice 
or wrongdoing at work which may affect patients, other staff or the public or the Trust 
at the earliest reasonable opportunity. Please refer to the Trust’s 
Whistleblowing/Raising Concerns Procedure 
 
THE NHS CONSTITUTION 
Staff within the NHS have legal duties under Section 9 of the NHS Constitution and 
these should be complied with. A copy of the Constitution can be found on the Trust’s 
staff net or on the NHS Employers web-site. 
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