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GROUNDWORK WALES
JOB DESCRIPTION

JOB TITLE:
Sustainable Business Services Manager
LOCATION:
GW Wales with Travel across the UK
WAGE/SALARY 
Circa £29k

RANGE:


CONTRACT 
Permanent
PERIOD:


RESPONSIBLE TO:
Chief Executive
JOB OBJECTIVES


The Sustainable Business Services Manager holds full responsibility for SBS including the Green Dragon Quality Standard

MAIN AREAS OF RESPONSIBILITY 

Sustainable Business Services

1. Manage and grow Groundwork Wales’ Sustainable Business Services work, including the UKAS accredited Green Dragon Programme sustainably and in a financially viable manner

2. Develop new business and retain existing business by building and maintaining business relationships.  Generate and convert leads to new and repeat business.

Quality Management System 

3. Coordinate annual internal audits of the Green Dragon QMS against ISO 17020.

4. Maintain the Green Dragon Quality Management System (QMS)

5. Coordinate the annual UKAS Accreditation audit programme.

6. Coordinate corrective actions for any areas of non-conformance found in these audits.

7. Assist the Technical Manager as necessary to carry out quality assurance checks on all current auditors.

8. Collate, retain and update key information on all Green Dragon auditors (qualifications, experience, training, etc.).  

9. Manage Auditors and the Technical Manager.

10. Ensure that auditors operate in the areas of competency specified in the QMS.

11. Assess training needs for all auditors and co-ordinate training courses as necessary.

12. Deputise for the Technical Manager during periods of absence. 

13. Work as part of the wider Management Team of Groundwork Wales.

Green Dragon Environmental Auditing

1. Conduct environmental audits against the Green Dragon Environmental Standard.

Green Dragon Administration 

1. Manage the daily running of the Green Dragon Environmental Standard.

2. Respond promptly to customer enquiries.

3. Co-ordinate the auditing team and book in audits with companies.

4. Ensure prompt invoicing of companies and payment of auditors.

5. Collate data and statistics as necessary for use by the management team. 

6. Maintain Green Dragon web content and publicity opportunities.

7. Any other duties as requested by the Trust Executive Director or Senior Managers that are legal and reasonable at the time of instruction. 
General
1. To undertake any other duties, which may reasonably be regarded as within the scope of responsibility of the post as defined by the Line Manager. 
2. To be responsible for managing and reporting concerns, and for putting into place procedures to safeguard children and vulnerable adults in the organisation.

3. To be responsible for the safety of personal information within your role, in accordance with GDPR regulations; to comply with the data protection principles and to ensure that personal data is not disclosed outside the organisation's procedures.
4. To be responsible for the Health and Safety of all clients, beneficiaries, volunteers and staff while working on Groundwork projects and sites
It is expected that you will have relevant experience relating to all of the above.  Training, support and guidance will be provided as part of ongoing development.
PERSON SPECIFICATION:

	
	
	Essential
	Desirable

	Education 

& experience
	Graduate/Associate Membership IEMA or willingness to work towards
	Y
	

	
	An up to date audit qualification (or a relevant environmental Degree and/or relevant work experience)
	Y
	

	Experience, knowledge & understanding
	Practical experience of operating Quality Management Systems. 
	Y
	

	
	Experience of office-based administration – filing, data entry, etc.
	Y
	

	
	Experience of managing people.
	Y
	

	
	Completion of an IEMA-approved training course for Environmental Auditing. 
	
	Y

	Competencies: skills, behaviours and personal qualities
	Able to develop business
	
	

	
	Will be periods when working away from home.
	
	

	Technical & professional skills
	Minimum 1 year auditing experience as an Associate Environmental Auditor.
	Y
	

	Commercial & financial awareness
	Financial management and issuing of invoices.
	
	

	
	Annual financial reporting and budgeting.
	
	

	
	Able to provide realistic quotes and understand the Environmental Management business sector. 
	
	

	Customer service and quality focus
	Personable character suitable to meeting people to providing a professional image of Green Dragon.
	
	

	Achievement orientation
	Key consideration – understand the Green Dragon Standard, want it to be successful and understand its value both environmentally and commercially.  


	
	

	Thinking skills
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Planning and organising
	
	
	

	
	
	
	

	Managing, leading and teamwork
	
	
	

	
	
	
	

	
	
	
	

	Communicating
	
	
	

	
	
	
	

	
	
	
	


The person appointed will be subject to an enhanced check endorsed by the Disclosure and Barring Service (DBS). 
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