



	
	
	





JOB DESCRIPTION

	Post title
	Chief Operating Officer (Depute)

	Department / Section
	Executive Team

	Responsible To
	Principal & CEO



	Overall Purpose of Job

	
As a member of the Executive Team (ET) provide strategic leadership in all aspects of operational excellence: corporate management, governance and business continuity of Edinburgh College with a key focus on the performance, HR including workforce planning and development, financial sustainability, Digital Innovation & IT, Estates/infrastructure operations, and environmental sustainability of the organisation. 

The Chief Operating Officer is the Executive owner of the College’s operational, financial and organisational performance. As Depute the post holder will act with full delegated authority (Principal Designate) for the Principal & CEO as required by the Principal and/or Board of Management. This includes designated authority over staffing, finance, governance reporting and emergency decision-making where appropriate. 

As a member of ET, contribute to the development and successful delivery of robust strategic planning, monitoring and review performance frameworks to underpin confidence in the leadership, governance, risk management and compliance, and business continuity of the College.

As a member of the ET, lead effective, transparent and robust governance arrangements by contributing to and supporting the Board and its Committee structures, through the development of informative papers and reports which provide clarity, transparency, understanding and scrutiny, as required.  

Lead the strategic development and implementation of operational and financial strategies, the Colleges effective and efficient College transformation programmes (including digital transformation, estates transformation, finance and sustainability, workforce planning, and  service Improvement), performance frameworks, and policies, systems and processes in order to establish accountability for the delivery of the College’s strategic aims and objectives. 





	Main Duties and Responsibilities

	
Executive Leadership 

1. Provide inspirational leadership which delivers effective integrated corporate professional services and strategies and related policies that will support the delivery of high-quality learning, teaching and enhanced student experience.  

2. Provide strong and effective leadership on the College’s financial strategy development, financial governance and compliance, and value for money procurement. Internal and external audit, risk management and compliance obligations through the development of robust internal controls and strategies to deliver the statutory and regulatory requirements set by the Scottish Government, Scottish Funding Council and other bodies to which the College is accountable.

3. Support the College’s approach for consultation with staff and staff representatives to develop collaborative and effective employee relations and to ensure that staff are well informed and involved in decisions that affect them. 

4. Demonstrate and exemplify visible positive behaviours and attitudes and act as a College Ambassador to support the development of a culture based on our shared values.

Strategic Responsibilities

5. Provide leadership:

a. In the strategic oversight of the IT infrastructure, cyber security and resilience, provisioning, planning, installation and operation of the College. Including the development of an integrated and effective ICT infrastructure across the College’s campuses which will enhance the learning and teaching experience, and also support the delivery of curriculum, operational service objectives. 
b. For the college’s technological vision and strategy be the driving force behind our digital transformation, ensuring the College leverages cutting-edge technology to deliver efficient and effective College operations and technology enabled education fit for the future.
c. Lead the development and delivery of the College Financial Strategy, Digital Innovation and Technology Strategy; the Estates Strategy and People Strategy.

d. In providing strategic financial leadership and direction, in order to drive, deliver and support financial sustainability and growth of alternative income and the College’s financial commitments are met. Develop all necessary policies and procedures to ensure the sound financial management and control of the College’s business. To achieve the highest standards of financial governance and maintain financial stability across the College’s finance services, including student funding. To lead the development of robust procurement and tendering arrangements to achieve value for money.  

e. In providing long-term comprehensive and integrated estate and physical resource planning for the College, create the basis for exploiting the full potential of the College’s physical resources. To provide strategic leadership and effective management of Estates Services, including health & safety, carbon management, and other environmental matters for the College as a whole. 

f. In the development of an innovative People Strategy there should be specific focus on a high performing, student focused culture aligned to the college values. To provide effective consultation to management on strategic workforce planning and associated staffing plans, workforce development, and staff relations. 

g. Executive owner of the College’s risk management, internal controls, audit and compliance frameworks. Provide oversight and direction on business continuity and reputation through the regular established quality and governance reporting structure. Ensure a robust and coordinated governance program is in place throughout the College by providing clear support, technical advice and guidance on all aspects of the risk, internal controls and governance matters. Provide expert advice and support to the Executive and Senior Managers on matters relating to risk, incident management, regulatory compliance, and health and safety.

6. Establish effective relationships with stakeholders and partners both internal and external to the College, to develop professional understanding and co-operation which enable Corporate Functions to enhance the delivery and development of the College’s strategy and objectives.

7. Provide leadership to achieve high standards of performance through effective multi professional team working, whilst encouraging innovative thinking to engender a cross- College culture of quality, teamwork, efficiency, effectiveness and accountability.

8. Embed a culture of continuous improvement through review and evaluation of services, effective project management.

9. Ensure the Health and Safety of staff and students in all aspects of College life.

10. Ensure effective control, reporting and development of all relevant governance frameworks.

11. Provide the Principal, Board of Management and Board Committees with accurate, timely and accessible financial and management information required for planning, resource allocation and strategic decision making; including reporting to the Board and Board Committees on the financial position, forecasts and performance of the College. Advise and report to the Board across all relevant areas of responsibility including Finance, Estates/Infrastructure, HR & OD, Digital Innovation & IT.


	



 
	Line Management Responsibilities (where applicable)

	
Line management of Heads of Function and any other direct reports.




This job description is subject to change as the post evolves.

External new starts: Please note that appointment to any post at Edinburgh College is subject to satisfactory completion of all recruitment checks.  A start date cannot be confirmed until the College is in receipt of a satisfactory Protection of Vulnerable Groups (PVG) check.


















PERSON SPECIFICATION

Chief Operating Officer (Depute) 

EDUCATION AND QUALIFICATIONS

ESSENTIAL
• A Degree or equivalent relevant professional qualification
• Evidence of continuous professional development

DESIRABLE
• A Financial accounting qualification (fully qualified accountant)
• Membership of a CCAB member body e.g. Institute of Chartered Accountants of
Scotland, Chartered Institute of Management Accountants. 
• Qualification in leadership or management studies


EXPERIENCE AND KNOWLEDGE

ESSENTIAL
• Proven and relevant experience of strategic leadership of multi-disciplinary functions including the finance function in a diverse organisation.
• Experience of successful strategic planning processes across all areas of responsibility
of the post.
• Experience of successful contract negotiation and managing contracts/contracted
-out services.
• Experience of and proven track record of successfully managing significant budgets.
• Experience of resource planning.
• Practical knowledge of financial and management accounting and audit procedures and requirements.
• A good working knowledge relating to Estates/facilities management, HR&OD, Digital & IT
• Knowledge and understanding of effective quality assurance policies and practices
• Experience of regulatory or funding body engagement
• Experience of organisational change (restructuring or transformation) and/or financial recovery
Experience of working with Boards and Board level Committees


DESIRABLE
• Experience at a senior level in the public sector.
• Thorough and up to date knowledge of public sector financial and accounting
standards, rules and regulations.
• Demonstrated experience of working in a large complex organisation

SKILLS AND ABILITY

ESSENTIAL
• A proven ability to deploy inspirational leadership, which commands respect,
inspires trust and motivates others to succeed
• A proven track record of highly developed communication, negotiation,
external liaison and networking skills.
Experience handling crisis or institutional risk
• A proven ability to articulate a vision and promote a strong sense of purpose
• A proven ability to analyse, solve problems and implement change with a
successful track record of managing and delivering change
• A committed team player personally, plus a proven ability to work effectively
through teams, and a critical and sensitive understanding of the roles of other
staff.
• A proven ability to make difficult decisions, delegate effectively and manage
the performance of others in accordance with good management practice.
• A proven ability to manage budgets and cost efficiencies in achieving agreed financial targets.
• Demonstrably good written skills and presentations, including Board papers and briefings.
• Ability to work flexibly to meet the demands of the post.

WORK REQUIREMENTS

1. Commitment to College values and equal opportunities.
2. Able to travel between College sites on a regular basis.
3. Ability to work flexibly to meet the demands of the job.
4. Evidence of commitment to continuing professional development.
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