Career Family: Professional Strategic Support Services
Grade: 7
Role summary 
Working within defined parameters, you’ll make independent judgements and recommendations based on your analysis. You’ll take responsibility for the ongoing management of important customer, supplier, and stakeholder relationships. If you have ownership for providing an area of analysis, you’ll share your professional judgement in various forms, such as in case management and budget management.
Jobs at this level will require appropriate qualifications and/or skills and experience at SCQF Level 8 (e.g. HND, Higher or Technical Apprenticeship at SCQF Level 8).
Your key responsibilities can be divided into three categories: Innovation and Problem Solving, Communications and Engagement, and Responsibilities and Deliverables.
	Innovation and Problem Solving

	For a Professional Strategic Support Services role at Grade 7, you’ll:

· Deal with a range of problems, largely without reference to others. You’ll use initiative, creativity, and a detailed understanding of specialist processes to bring about a resolution where possible.

· Gather, analyse, and interpret standard data using predetermined procedures – then use this information to respond to customer needs and prepare reports.

· Contribute to analyses where we will look to gather conclusions and recommendations.

· Make timely and considered service delivery decisions – independently and collaboratively –based on your detailed knowledge of your area of responsibility.


· Consider the future implications of your work, with your level of discretion governed by established practices, procedures, and policies.


	Communications and Engagement

	For a Professional Strategic Support Services role at Grade 7, you’ll:

· Directly engage with stakeholders, providing information to help develop relationships.

· Regularly communicate information which needs careful explanation and interpretation. This could include explaining policies or procedures, and drafting briefs relating to the work being undertaken.

· Communicate technical or specialist information relating to your area of work. This may include non-routine information which you’ll need to explain with a great degree of care. 

· Potentially supervise the day-to-day work of others within the wider team

· Draft communications, reports, and presentations.



	Responsibilities & Deliverables

	For a Professional Strategic Support Services role at Grade 7, you’ll:

· Provide a range of more specialist support tasks within established processes to maximise service quality, efficiency, and continuity. 

· Initiate contact with internal customers and partners to explore their needs, and adapt our service to meet those needs.

· Take responsibility for project management of smaller or lower risk specialist projects, while supporting colleagues on larger service or change projects.

· Undertake research, then prepare draft presentations and briefing materials which contain advice and recommendations based on your understanding and judgement.

· Contribute to a focused area of our activities by providing advice or facilitation services to support our customer or stakeholders.

· Support the development of new policies and procedures.



