
To: POLICY AND RESOURCES 
(VACANCY MON ITORl NG) 
SUB-COMMITTEE 

Date: 9' January 2012 

Subject: TEMPORARY POST FOR 
HOMOLOGATION 

Ref: 

From: EXECUTIVE DIRECTOR OF 
ENVIRONEMTNAL SERVICES 
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Purpose of Report 

The purpose of this report is to seek homologation of the decision to approve the filling of a 
vacant post of Economic Development Officer, (NLC12), on a temporary basis, to cover a 
period of maternity leave. 

Background 

The current post holder is due to commence maternity leave on 27 February 2012. The 
Business Support Team does not have the capacity within existing staff to undertake the 
duties of the officer concerned. The officer is currently working on specific developmental 
activity, and the team is also about to undertake the re-tendering of the Business Gateway 
contract. As such the team needs to be fully resourced to maintain service delivery. 

The post has been discussed with the Convener who has agreed for this matter to be 
progressed. 

Recommendation 

It is recommended that the Sub-Committee homologates the approval given to fill the post 
of Economic Development Officer, (NLC 12), until the postholder returns from maternity 
leave. 

Paul Jukes 
Executive Director of Environmental Services 



h 

Policy and Resources (Vacancy Monitoring) Sub-Committee 
Request to Fill a Vacancy Graded NLCl2 and Above 

1 Service: Environmental Service 1 Division: Regeneration & Infrastructure 

1 Section: Economic Development 1 Post: Economic Development Officer 

1 Grade: 12 I Current Salary Scale: € 31062 - €38151 

1 Date vacancy occurred: Expected FebruaryIMarch 201 2 - Date to be confirmed due to maternity leave. 

Reason for vacancy: 

The vacancy has occurred due to maternity leave and will be required to cover the period of maternity leave. 

I What are the consequences of not filling this post? 

The Business Support Team is a small specialist team which delivers a range of services to support local 
businesses including the management of the Business Gateway contract in Lanarkshire. The Team does not 
have capacity within existing staff to undertake the duties of the officer going on maternity leave. Not filling the 
post would have a negative impact on the direct delivery of business support programmes (grants and loans), 
and also on the ability of the team to continue undertaking developmental activity. In the current economic 
climate, the ability of the Service to respond to the needs of businesses and to support them to sustain and 
grow is essential. The officer is also currently working on specific developmental activity including work around 
Community Benefit Clauses and procurement support for SMEs, finance for small businesses and the ongoing 
development of the social economy sector. The Team is also about to undertake the retendering of the 
Business Gateway contract during 2012 which will require the team to be fully resourced to undertake the re- 
tendering process and also to maintain existing service and developmental delivery. 

What alternatives to filling the post have been considered and why is it considered that these 
alternatives are not appropriate? 

Two alternatives have been considered: 

1. To split the workload among existing staff - As outlined above the team is already at full capacity and 
with the forthcoming tendering of the Business Gateway contract would not have the capacity to 
maintain service delivery with the loss of the post for the period of maternity leave. 

2. To allow other staff to act-up - The same issues apply with splitting the workload. The team requires to 
be fully staffed to maintain service delivery. 

The following documents are enclosed 1 

I Job Description 

Corporate Services 
Human Resources 
July 201 0 

I 



2. Organisational Chart (detailing location of post in structure and 
including number of posts at same level) 

I confirm that, for the reasons set out abpye, that the filling of this vacancy is considered essential. 
Signature 
Executive Director: Z&l !??\I Date: 2 

- -  J 

Human Resources use: 

Date of Vacancy Monitoring Sub-Committee 

APPROVE / NOT APPROVE / CONTINUE 

Corporate Services 
Human Resources 
July 20 10 



North Lanarkshire Council 

Job Description 

Service: Chief Executive's Office 
Division: Regeneration Services 
Job Title: Economic Development Officer 
Post Reference: C E/226 
Reports to: Business Support Coordinator 
Grade: NLC12 
Conditions of Service: SJC 

Job Outline: 

The postholder will be responsible for the delivery of the Council's Economic 
Development Service projects and initiatives. These may include business 
support mechanisms; training and employment support; redundancy support; 
community economic regeneration; social economy development and New 
Deal service delivery. Responsible to the Team Leader the postholder will be 
required to achieve pre-agreed objectives and targets for all their activities. 

An outline of specific activities associated with this post are attached in 
appendix 1. 

Main Duties and Responsibilities: 

Service 

1. To contribute towards Corporate and Service strategies, policies 
programmes and projects. 

2. To encourage a positive and effective relationship with elected 
members and officials throughout the authority and with external 
agencies and organisations. 

3. To prepare reports for Management Team meetings as required. 

Functional: 

4. To provide a range of projects and initiatives to the Service's client 
groups either directly or through intermediary organisations. 

5. To assist in the development of new projects and initiatives that merit 
the strategic and service objectives of the Council. 

6. To secure external funding from Europe and other sources to enable 
the delivery of services in North Lanarkshire. 

7. To assist in the administration of all contracts for work procurement in 
accordance with the Council's Standing Orders and Financial 
Regulations. 
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20. 

To manage budgets in an effective and efficient manner ensuring the 
optimisation of external funding and the appropriate level of 
expenditure against each project is achieved. 

To ensure compliance with the requirements of all external funding 
bodies; recipients of Council support measures, grants and loans. 

To represent the Service in all aspects of partnership working to 
ensure our strategic goals are achieved. 

To produce information and reports as required to comply with the 
requirements of the Service's performance monitoring framework. 

To contribute, as appropriate, to the preparation, development and 
implementation of other strategies, policies, procedures and guidance 
as required by the Chief Executive's Office. 

To contribute, as appropriate, to the development of corporate or 
partnership projects in the Chief Executive's Office. 

To assist, as appropriate, in research and collation of data and 
development of computerised information systems associated with the 
Service's overall economic development functions. 

To prepare reports on appropriate items to the relevant Committee and 
Sub-Committees as required. 

To ensure that the Council's Standing Orders, Financial Regulations 
and Scheme of Delegation Financial Management Responsibilities are 
adhered to. 

To represent the Head of Regeneration Services on such bodies as 
may from time to time be stipulated. 

To represent the Council at conferences, seminars, working parties 
and public inquiries. 

To ensure that employees and / or any outside bodies under his / her 
control comply with the Service's, or their own Health and Safety at 
Work procedures and any relevant legislation and to ensure that safe 
systems of work are used at all times. 

To carry out such other duties and responsibilities as are required from 
time to time by the Head of Regeneration Services. 

This job outline is intended to indicate the broad range of responsibilities and 
requirements of the post. It is neither exhaustive nor exclusive but while some 
variations can be expected in particular duties the outline is considered to 
provide a reasonable general description of the post. 



* 

Appendix 1 

Economic Development Officer (Business Support Services ) 

Specific duties will include a mix of the following activities:- 
to develop new workforce development programmes and services 
aimed at key target groups with priority given to specific groups and 
areas. 
to provide a range of services to new and existing businesses which 
include: skills development, workforce training, grants, and loan funds 
to assist business growth and development 
to identify and seek effective contracting out arrangements for service 
provision. 
to ensure effective financial control and reconciliation of budgets is 
maintained and expenditure is achieved against each project. 
to process financial claims to external funding organisations. 
to monitor activity and performance of projects on a monthly and 
quarterly basis respectively against predetermined criteria and targets 
to research and secure appropriate external funding for the provision of 
services. 
to monitor performance and evaluate services and projects against 
approved criteria and targets. 
to liaise with businesses and other external and internal organisations 
engaging with the target groups to seek client referrals and support for 
NLC Economic Development Services. 
to commission independent reports and evaluations as part of 
monitoring arrangements. 
to work in partnership and establish effective links with other business 
related organisations. 
to establish effective networks with other organisations and Council 
services that work with businesses and organisations. 
to provide a good understanding of customer needs and maximise 
economic impact of the developments services. 
to ensure appropriate after-care from the Business Support team are in 
place to support businesses that have accessed the services. 
to ensure a high standard and level of customer care is provided at all 
times. 
to ensure that projects actively work towards achieving and comply 
with the Charter Mark requirements and criteria 
to ensure that all record keeping for systems and key performance 
indicators are updated and maintained 
to provide support and direction to staff involved in the delivery and co- 
ordination of specific projects and programmes. 
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