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INVITATION TO TENDER  
&

STATEMENT OF REQUIREMENT
Recruitment and search:

Head of Internal Communications
CPV Code: 79600000
Tender Reference: ORR/CT/18-89
Purpose of document
The purpose of this document is to invite proposals for recruitment and search services for the Office of Rail and Road (ORR).
This document contains the following sections:

1. 
Introduction to the Office of Rail and Road

2.  
Statement of Requirement


3.
Tender Proposal & Evaluation Criteria


4.
Procurement Procedures

Annex A Bravo Guidance Notes

Annex B Form of Tender
Annex C Disclaimer

Annex D Draft Candidate Brief
1. Introduction to the Office of Rail and Road (ORR)
The Office of Rail and Road is the independent safety and economic regulator of Britain’s railways who also hold Highways England to account for its day-to-day efficiency and performance, running the strategic road network, and for delivering the five year road investment strategy set by the Department for Transport (DfT).
ORR currently employs approximately 300 personnel and operates from 6 locations nationwide. The majority of personnel are located at ORR’s headquarters, One Kemble Street, London. This office is moving to 25 Cabot Square, Canary Wharf E14 5AB in Autumn 2019.
Our strategic objectives

1. Health and Safety

At ORR, our goal is clear: to continue to drive for a safer railway through compliance with the law and striving for excellence. Our focus for the coming 

year will be on four key challenges: managing change; maintaining safe and 

sustainable assets; safety culture and occupational health, and; safety by 

design.

2. Better rail customer service

We are here to protect the interests of those who use our railways so that they 

get the service to which they are entitled. Continued growth, and changes in 

the structure of our railways have increased the importance of this role. Our 

consumer work focuses on enforcement of consumer and competition law,

and ensuring compliance with the conditions contained in Network Rail’s and 

train operator’s licences.

3. Value for money from the railway

Passengers, freight customers, governments, taxpayers and the general 

public rightly expect an efficient service from a railway that delivers good 

value for money. A principal task is holding Network Rail and HS1 to account 

for performance, stewardship and enhancement of the network.

4. Promoting a dynamic and commercially sustainable rail sector

This year will be a critical one as we help to shape the railway for a successful 

and sustainable future. We will reach the culmination of our extensive work on 

the Periodic review (PR18); our final determination will set out our overall 

package of decisions for Network Rail for the next five years.

5. Better highways

Our job is to monitor Highways England’s performance to ensure that the 

rising number of users on England’s strategic road network get predictable 

journeys on safe, good quality roads. Entering our fourth year, we have well-

established our role as Highways Monitor on the first road period, and are working to inform the nest road investment strategy (RIS2).

6. High performing regulation

We will be an effective, high-performing regulator as continuing change in the 

industry throws up a new set of challenges and opportunities. Our work helps 

ensure that users and funders are not put at a disadvantage by the monopoly 

ownership of the networks we oversee, that customers get access to the 

railway in a fair manner, and that we protect the interests of future users and 

funders of the strategic road network and the railway.

Supplying ORR

The ORR procurement unit is responsible for purchasing the goods and services necessary for ORR to achieve its role as the economic and health & safety regulator of the rail industry.

The ORR Procurement unit subscribes to the following values:

· to provide a modern, efficient, transparent and responsible procurement service; 

· to achieve value for money by balancing quality and cost; 

· to ensure contracts are managed effectively and outputs are delivered; 

· to ensure that processes have regard for equality and diversity; and 

· to ensure that procurement is undertaken with regard to Law and best practice.

For further information on ORR please visit our website: www.orr.gov.uk
Small and Medium Enterprises 
ORR considers that this contract may be suitable for businesses that are small or medium enterprises (SMEs). However, any selection of tenderers will be based on the criteria set out for the procurement, and the contract will be awarded on the basis of the most economically advantageous tender.

Small and Medium Enterprises:
	Enterprise Category
	Headcount
	Turnover 
	or
	Balance Sheet Total

	Micro
	<10
	≤ € 2 million
	≤ € 2 million

	
	
	
	

	Small
	<50
	≤ € 10 million
	≤ € 10 million

	
	
	
	

	Medium
	<250
	≤ € 50 million
	≤ € 43 million

	
	
	
	

	Large
	>251
	> € 50 million
	> € 43 million


Please ensure that you indicate how your organisation is categorised on the Form of Tender document (Annex B) which should be submitted along with your proposal.
2. Statement of Requirement
	2.1 Background to the project

	Due to resignation of the current post-holder, ORR is seeking to recruit a new head of internal communications, on a permanent contract.   
A full job description is set out in Annex D ITT.


	2.2 Objective of the Tender

	The purpose of the procurement is to select a recruitment partner to conduct a search to identify suitable candidates and provide the necessary support for a successful recruitment campaign. Bidders should set out their proposed search strategy and show how this will lead to a successful appointment.  
 

	2.3 Project Deliverables and Contract Management 

	Outputs and Deliverables

The selected partner/consultant’s bid should set out how it will deliver:

•
a recommended approach to filling the role, taking account of the person and role requirements, including the essential and desirable criteria (see candidate profile in the Annex D of this ITT – comments on the detail in this profile are welcome);

•
a well-managed and effective search campaign;

•
regular updates and progress reports;

•
end-to-end candidate management; and

•
a diverse field of high quality candidates for final interview.

Specific requirements

The partner should provide a recommended approach for testing the capability of shortlisted candidates, including the psychometric and other tests considered appropriate.

During the campaign, the selected partner will keep the Director of Communications (as Principal Client) and the nominated HR contact updated on progress at least twice-weekly.  
The role will be advertised on the Civil Service Jobs and Government Communication Service website, and applicants will be directed to the supplier (via the supplier’s URL) for sifting and candidate management. The supplier will arrange other advertising as proposed and agreed with ORR.
The partner will be aware of and adhere to the Civil Service Commission’s principles of fair and open competition and appointment on merit.

The partner will ensure that a wide and diverse field of candidates is identified and presented for consideration, including by protected characteristics. Full diversity statistics will be required to be submitted to ORR at the end of the campaign.
Proposed timetable

The provisional campaign timetable is as follows:

· Partner selected by w/c 1 April 2019
· Campaign commences by 8 April 2019
· Sifting on 24 April 2019
· Psychometric and other tests w/c 1 May 2019

· Interviews 8,9 and 10 May 2019
· Appointment w/c 13 May 2019
The contract is deemed to be in place until such time as the successful candidates commence with ORR.

	2.4 Budget and Payment Schedule

	Bidders should set out their proposed payment schedule which should be weighted in terms of payment on the successful appointment of the candidate.  In addition, bidders should provide costs for optional services they consider relevant (e.g. psychometric assessments or other testing).


	2.5 Further project related information for bidders

	Transparency requirements

Please note ORR is required to ensure that any new procurement opportunity above £10,000 (excluding VAT) is published on Contracts Finder, unless the ORR is satisfied it is lawful not to. Once a contract has been awarded as a result of a procurement process, ORR is required to publish details of who won the contract, the contract value and indicate whether the winning supplier is an SME or voluntary sector organisation. 
Confidentiality

All consultants working on the project may be required to sign a confidentiality agreement and abide by the Cabinet Office’s protective marking guidelines, which ORR uses to protectively mark a proportion of its information.  In addition, the consultant may be required to sign additional confidentiality agreements as required by external stakeholders. 

Sub-Contractors

Consultants may use sub-contractors subject to the following:

· That the Consultant assumes unconditional responsibility for the overall work and its quality;

· That individual sub-contractors are clearly identified, with fee rates and grades made explicit to the same level of detail as for the members of the lead consulting team. 

Internal relationships between the Consultant and its sub-contractors shall be the entire responsibility of the Consultant.  Failure to meet deadlines or to deliver work packages by a subcontractor will be attributed by ORR entirely to the Consultant.

	2.6 Terms and Conditions

	Terms & Conditions

Noting the paragraph below, please forward your standard terms and conditions.  Please note that, at our absolute discretion, we reserve the right to negotiate the terms and conditions or reject bids if we believe the proposed terms and conditions do not adequately protect our contractual interests or have not taken in to account the requirements of the next paragraph. 




3. Tender Response & Evaluation criteria

	3.1 The Tender Response

	Your proposal should include an outline of how you will meet the requirements outlined in section (2) “Statement of Requirement”. The following information should be submitted:  

a) Understanding of our requirements 
· You should demonstrate an understanding of the requirement and overall aims of the project. 

b) Approach to our requirements
· An explanation of your proposed approach to undertaking the searches and any methodologies you will use, including the publicity strategy you propose to deliver a diverse field of candidates;

· Your views on the deliverability of our outline recruitment timetable, suggestions for reducing the recruitment timescale and any consequential risks that this may cause;

· Examples of the ‘testing’ methodologies that you believe are appropriate for the roles, setting out the costs, benefits and shortfalls;
· The types of advertising you believe are most appropriate for the roles; 

· Details of your assumptions and/or constraints/dependencies made in relation to the searches;

· A project plan to show how deliverables will be produced within the required timescales, detailing the resources that will be allocated;

· Your understanding of the risks, and explain how they would be mitigated to ensure delivery

· What support you will require from us and any additional stakeholders; 

c)  Proposed delivery team and Experience of the Organisation

· C.Vs of the key personnel including details of how their key skills, experience and qualifications align to the delivery of the project; and 

· Project roles and responsibilities 

· Up to three relevant examples of previous searches you have carried out (eg. case studies). 

d) Pricing

An itemised fee including the base search fee, which should include all administration costs, all costs associated with the provision of long and  short lists, preparation for and participation in candidate interviews etc.  

In addition, please provide costs for any additional services such as psychometric assessment of candidates.  Please note any advertising fees will be required to be invoiced separately and charged at cost.



	3.2 Evaluation Criteria

	Tenders will be assessed for compliance with procurement and contractual requirements which will include:

· Completeness of the tender information
· Completed Declaration Form of Tender and Disclaimer
· Tender submitted in accordance with the conditions and instructions for tendering
· Tender submitted by the closing date and time
Tenders that are not compliant may be disqualified from the process.  We reserve the right to clarify any issues regarding a Bidder’s compliance. It will be at our sole discretion whether to include the relevant Bidder’s response in the next stage of the process. 

The contract will be awarded to the Bidder(s) submitting the ‘most economically advantageous tender’. Tenders will be evaluated according to weighted criteria as follows: 

Tender Qualification

Do the proposed terms and conditions adequately protect ORR’s contractual position Yes / No
If ‘Yes’ tenders will be evaluated using the following criteria 
Methodology (30%)
The proposal should set out the methodology by which the project requirement will be initiated, delivered and concluded.  In particular, it must:

a) 
Explain the methodology including: psychometric and other tests considered appropriate; delivery mechanisms to ensure that the requirements of this specification are met in terms of quality, highlighting how well your organisation understands the requirements of internal communications within an ORR-type environment;

b) 
Explain how your organisation will work in partnership with the ORR, and other stakeholders; 

c)    Explain how your organisation will engage with prospective candidates, including how your organisation has acted to promote diversity;

c) Explanation of how risks will be managed and mitigated

Delivery (15%)

The proposal should set out how and when the project requirement will be delivered.  In particular, it must:

a)  Explain how this project will be delivered to timescale, (including the delivery of MI and candidate reports), and how milestones will be met, detailing the resources that will be allocated to each stage; 

b)  Demonstrate your understanding of the risks, and project dependencies and explain how they would be mitigated to ensure project delivery; 

c) Explain the resources that will be allocated to delivering the required outcomes/output, and what other resources can be called upon if required.

Experience (25%)

The proposal should set out the organisation’s and the delivery team’s experience relevant to the project requirements.  In particular, it must:
a)  Provide CVs of the consultants who will be delivering the searches; 

b) Highlight relevant experience of the proposed team for this project, submitting examples of similar projects – see above.

c) up to three case studies 

Cost / Value for money (30%)
An itemised fee including the base search fee, which should include all administration costs, all costs associated with the provision of long and short lists, preparation for and participation in candidate interviews etc.  

In addition, please provide costs for any additional services such as psychometric assessment of candidates.  Please note any advertising fees will be required to be invoiced separately and charged at cost.
Marking Scheme

Score 0 

Unanswered or totally inadequate response to the requirement. Complete failure to grasp/reflect the core issues

1

Minimal or poor response to meeting the requirement. Limited understanding, misses some aspects

3

Good understanding and interpretation of requirements, providing clear evidence of how the criterion has been met

5

Excellent response fully addressing the requirement and providing significant additional evidence of how the criterion has been met and how value would be added




4. Procurement procedures 
Tendering Timetable
The timescales for the procurement process are as follows:
	Element
	Timescale

	Invitation to issued
	21 February 2019

	Deadline for the submission of clarification questions
	12 March 2019

	Deadline for submission of bids
	20 March 2019 

	Interviews (if required)
	w/c 25 March 2019

	Appointment 
	w/c 1 April 2019

	Kick-off meeting
	w/c 1 April 2019


*Please ensure that the Project Manager/ Lead and other key consultants who will be delivering this work are available to give presentations on the interview date 
# estimated
Tendering Instructions and Guidance

Amendments to ITT document

Any advice of a modification to the Invitation to Tender will be issued as soon as possible before the Tender submission date and shall be issued as an addendum to, and shall be deemed to constitute part of, the Invitation to Tender. If necessary, ORR shall revise the Tender Date in order to comply with this requirement. 

Clarifications & Queries
Please note that, for audit purposes, any query in connection with the tender should be submitted via the ORR eTendering portal. The response, as well as the nature of the query, will be notified to all suppliers without disclosing the name of the Supplier who initiated the query. 

Submission Process 
Tenders must be uploaded to the ORR eTendering portal no later than the submission date and time shown above. Tenders uploaded after the closing date and time may not be accepted. Bidders have the facility to upload later versions of tenders until the closing date/time. 
Please submit the Form of Tender and Disclaimer certificate along with your proposal (Annex B and C)
An evaluation team will evaluate all tenders correctly submitted against the stated evaluation criteria. 

By issuing this Invitation to Tender ORR does not undertake to accept the lowest tender, or part or all of any tender. No part of the tender submitted will be returned to the supplier 
Cost & Pricing Information
Tender costs remain the responsibility of those tendering. This includes any costs or expenses incurred by the supplier in connection with the preparation or delivery or in the evaluation of the tender. All details of the tender, including prices and rates, are to remain valid for acceptance for a period of 90 days from the tender closing date.

Tender prices must be in Sterling.

Once the contract has been awarded, any additional costs incurred which are not reflected in the tender submission will not be accepted for payment.
References

References provided as part of the tender may be approached during the tender stage

Contractual Information

Following the evaluation of submitted tenders, in accordance with the evaluation criteria stated in this document, a contractor may be selected to perform the services and subsequently issued with an order. 
Any contract awarded, as a result of this procurement will be placed with a prime contractor who will take full contractual responsibility for the performance of all obligations under the contract. Any sub-contractors you intend to use to fulfil any aspect of the services must be identified in the tender along with details of their relationship, responsibilities and proposed management arrangements. 

Any arising from this ITT will be carried out pursuant to the contract which comprises, in order of precedence:  

· the letter of appointment;

· this Invite to Tender & Statement of Requirement document;

· the chosen supplier’s successful tender, and,

· the agreed terms and conditions
ORR’s Transparency Obligations and the Freedom of Information Act 2000 (the Act)

The ORR is a central Government department and as such complies with the Government’s transparency agenda.  As a result, there is a presumption that contract documentation will be made available to the public via electronic means.  The ORR will work with the chosen supplier to establish if any information within the contract should be withheld and the reasons for withholding it from publication. 

Typically the following information will be published:

· contract price and any incentivisation mechanisms

· performance metrics and management of them

· plans for management of underperformance and its financial impact

· governance arrangements including through supply chains where significant contract value rests with subcontractors

· resource plans

· service improvement plans

Where appropriate to do so information will be updated as required during the life of the contract so it remains current; 

In addition, as a public authority, ORR is subject to the provisions of the Freedom of Information Act 2000.  All information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  ORR may also decide to include certain information in the publication scheme which it maintains under the Act. If a bidder considers that any of the information included in its proposal is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received and the time period applicable to that sensitivity.  Bidders should be aware that even where they have indicated that information is commercially sensitive ORR may be required to disclose it under the Act if a request is received.  Bidders should also note that the receipt of any material marked “confidential” or equivalent by the public authority should not be taken to mean that the public authority accepts any duty of confidence by virtue of that marking.   If a request is received ORR may also be required to disclose details of unsuccessful bids
Please use the following matrix: to list such information:
	Para. No.
	Description
	Applicable exemption under FOIA 2000

	
	
	

	
	
	

	
	
	


ANNEX: A
Supplier Guidance Notes 

How to register details on ORR eTendering portal & express interest in a project

 
1. Register your company on the Office of Rail and Road portal (this is only required once)
     - 
Browse to the eTender Portal: http://orr.bravosolution.co.uk

     - 
Click the “Click here to register” link.
     - 
Accept the terms and conditions and click “continue”.
     - 
Enter your correct business and user details. We advise that wherever possible you register a team email address (e.g. frameworks@xyz.co.uk) rather than an individual’s email address – this ensures that any messages and notifications can still be accessed and picked by a colleague in the event that an individual is out of the office or leaves the organisation.
     - 
Note your chosen username and click “Save” when complete.
     - 
You will receive an email from BravoSolutions with your unique password (please keep this secure).
2. Responding to the tender

· When you have received your unique password re-enter the Portal and click on the name of the tender you wish to respond to and upload your proposal.
If you require any further assistance use the online help, or the BravoSolution help desk is available Mon – Fri (8am – 6pm) on:
- eMail:   help@bravosolution.co.uk
- Phone: 0800 368 4850/ Fax: 020 7080 0480
ANNEX: B
Form of Tender

To:


Gayle Webster
Office of Rail and Road

One Kemble Street

London  WC2B 4AN

Dear Madam
Recruitment and Search Ref: ORR/CT/18-89
Having examined the Invitation to Tender we, the undersigned, hereby offer to provide the core deliverables in accordance with the Invitation to Tender for a fixed sum, of:

_______________________________________(in words)

£_____________________ exclusive of Value Added and any other applicable tax

We certify that this is a bona fide tender that we have not communicated to any person other than Office of Rail and Road the amount or approximate amount of the tender price and that such price has not been fixed or adjusted by arrangement or in collusion with any third party.  We also undertake that we will not make any such communication or enter into any collusive arrangement with any third party whether in relation to this tender or a tender submitted or to be submitted by such third party.

Unless and until a formal agreement is prepared and executed, this tender, together with your written acceptance thereof, shall not constitute a binding contract between us.

We understand that Office of Rail and Road reserves the right not to accept the lowest or any tender that may be received.

We certify that neither the organisation, its directors nor any person who has powers of representation, decision or control of the organisation has been convicted of any offence listed in Regulations 57 (1) to (3) of The Public Contracts Regulations 2015.
We agree to keep the contents of the Invitation to Tender confidential.

The tender shall be open for acceptance for 90 days from the date of its submission.

The enterprise is categorised as Micro, Small, Medium or Large. (Delete as appropriate)
Yours faithfully

Signed______________________________       Name_____________________________

For and on behalf of_______________________________

Company Number (if applicable)_____________________

Registered Address_______________________________

_______________________________________________

_______________________________________________

Date_______________
Tel No__________________
Annex: C
Disclaimer

I the undersigned, on behalf of ……………..[insert name of Bidder], accept that:

· The Office of Rail and Road (ORR) has prepared this ITT in good faith.  However, ORR, its agents and its servants do not warrant its accuracy, completeness or relevance, nor that it has been independently verified. To the extent that ORR is permitted by law, it excludes any liability (whether in contract, negligence or otherwise), for any incorrect or misleading information contained in this ITT, or any inadequacies, inaccuracies or incompleteness of the ITT, and makes no representations or warranty, express or implied, with respect to the information contained in the ITT documents or on which such documents are based or with respect to any written or oral information made or to be made available to an interested Bidder or its professional advisors and any liability therefore is excluded.   This ITT is a request for a proposal and not an offer document; answers to it must not be construed as acceptance of an offer or imply the existence of a contract between the parties.

· Nothing in the ITT documents or provided subsequently has been relied on as a promise or representation as to the future. ORR reserves the right, without prior notice, to supplement or amend any of the terms of this ITT or our proposed Terms and Conditions of Contract, or any of the documents contained or referred to therein, or to terminate discussions and the delivery of information at any time during the tender process.  Some of the provisions of the draft Conditions of contract have been left undrafted or drafted in outline only.  Definitive drafting of most of these will follow in due course after discussions have been held with Bidders.

· In no circumstance will ORR, their agents or servants be liable for any bid costs incurred by the Bidder in responding to the ITT.

· ORR reserves the right to amend any part of the documentation supplied and/or amend the process at any time.
· ORR reserves the right to challenge the validity of any costs.
Signed__________________________________________

Name___________________________________________

Date___________________________________________

Annex: D

Job specification - Head of Internal Communications and Engagement

Office of Rail and Road
February 2019
Closing date: 

Reference number
Salary

£52,760 – £63,290

Grade

Grade 7 (ORR Grade C)

Contract type

Permanent

Business area

Communications

Type of role

Communications / Change / Organisational Development 

Working pattern

Flexible working, Full-time, Job share 

Location

London 

Hours

37

Number of posts

1

About the job
Role Purpose: 

We are now recruiting for a Head of Internal Communications, working in our Communications Directorate and heading the Internal Communications team.  

Context: 
Staff engagement is a key priority for our Chief Executive and Executive Committee and you will be responsible for helping leaders connect ORR’s 300 highly individual colleagues with the organisation; with its vision and values; with the work we do to make that vision happen; and with each other.  

As Head of IC and Engagement you will have responsibility for setting the direction and managing the Internal Communication and Engagement team. The portfolio combines strategy, planning and delivery, including priority campaigns, leadership communication & engagement, and employee insight & evaluation.  

Getting down to the day to day preparation of messaging and channel management will also form part of your day with a small team and you will work flexibly across a range of ad hoc internal communication issues which routinely arise. 

Building a cohesive single organisation, embedding newly created values, breaking cultural silos, and being a networked, UK-wide regulator in touch with the rail and road sectors we regulate are all seen as important for the way ORR works and which enable us to be a high performing organisation and leader within the industry.

In addition to the arrival of a new Chair at the start of 2019, a new Chief Executive is expected to be in post by the early Summer, presenting a further opportunity to progress all the above and more.  And our London office, where the vast majority of our staff are based, is moving to our new London office to 25 Cabot Square, Canary Wharf E14 5AB from September 2019 creating a need for excellent engagement before, during and after the move.

Effective and efficient internal communications is central to all this, supporting ORR’s leaders, helping modernise what is a more traditional culture, managing engagement, listening to staff issues and concerns and running our platforms and channels.  

This is particularly important in helping our 100+ staff who comprise Her Majesty’s Railway Inspectorate feel informed and an integral part of ORR, most of whom spend over half their time out on site.

The Head of Internal Communications is also expected to play a major role in helping senior leaders communicate better within each other and with their teams.  The successful candidate will be an experienced and resilient leader who is passionate about their work, demonstrates strong strategic insight while able to also deliver tactically and who has a track record in delivering impactful internal campaigns. Used to working at pace, they should be able to influence at the highest level in the organisation, working with the Chief Executive, Chair and senior officials.

Through nurturing those relationships across the organisation, you will gain the trust of internal stakeholders and be plugged in to key initiatives that might require internal communication.

Finally, you will bring rigour and discipline to communication activity and uphold the high standards of the Government Communication Service (GCS).

Main duties:

· lead the internal communications and engagement team as a high performing unit;

· create, develop and deliver the internal communications strategy, leading the strategic thinking and delivery of effective internal communications, change communications and engagement activities;

· be the creative driving force behind the origination, delivery and measurement of engaging and effective two-way messages and campaigns with our people that enable and support ORR’s priorities and a programme of organisational change;

· act as a trusted adviser to ORR Chief Executive, Chair, Executive Committee and other senior leaders on internal communication and engagement, working together to engage staff and create an exceptional culture;

· proactively engage with leaders across the organisation as an effective business partner : e.g. on how to engage their teams in ORR’s mission and help them understand their role in our objectives; help develop the department’s approach to leadership communications generally;

· work with and provide strategic advice and content input to Corporate Operations heads (HR, Finance, Information Services, Organisational Development) on connecting their work with colleagues on key dependency areas (such as the People Plan, intranet and technology) that will impact on colleague engagement and satisfaction; 

· lead on ORR’s internal narrative;

· lead on ORR’s internal communications campaigns and channels (including internal events and those originating in the corporate centre), including originating content and personally delivering on a lot of these.

· Lead on the communications element of production of the ORR Annual Report

· be part of the four-person Communications Leadership Team, taking responsibility for cross functional issues/projects as required, and contributing to wider communications strategy and planning as a communications team leader within the Government Communication Service;

· support the Director of Communications in leading the Communications Directorate, including supporting and encouraging ongoing professional development and an understanding of the broader communications discipline.

Assessing your application

The ideal candidate will be able to demonstrate the role requirements set below.

Technical (i.e. the demonstration of specific professional skills, knowledge or qualifications) 

· be able to evidence understanding and application of communications professional principles as specified by GCS, including strategic grip on communications and effective relationship management. 

Behaviours (i.e. the actions and activities that people do that result in effective performance in a job)

· Seeing the big picture: Have an understanding of and interest in the big picture and wider political context in which ORR operates

· Communicating and Influencing: Have highly developed writing and presentation skills with a keen attention to detail and grammar, even under pressure. 

· Comfortable working with, and providing advice to, the most senior levels of the organisation in a collaborative way, communicating difficult or challenging messages with tact, diplomacy, clarity and persuasiveness.

· Working together: Proven experience partnering with an HR or OD function on employee engagement, and with a sound knowledge of engagement and behaviour change techniques.

Experience (i.e. the knowledge or mastery of an activity or subject gained through involvement in or exposure to it)
· Proven experience in taking company vision/objectives and applying them into a communications strategy, with step-by-step measurable initiatives; using key communication tools.

· Excellent project management and planning skills, objective-setting, metrics setting, and forward-planning.

· Able to be analytical and considered in undertaking research

· Comfortable with current and emerging technologies, techniques and trends and with good understanding of digital.

· A strategic planner, and someone forward looking in outlook but who leads from the front; someone who is equally able to muck in and actually deliver much of the ‘doing’. 

· A communications leader and good people manager, confident and compelling in their style and highly resilient.

· Understand the value which communication brings to an organisation

Additional desirable experience: 

· Working in complex, multi-site organisations. 

· Creating an exceptional culture and engaged workforce.

· Engaging a diverse and more traditional workforce

Additional desirable attributes:

· Highly collaborative

· Naturally curious 

·  Gregarious and naturally outgoing 

· Able to lead in ambiguity. 
Line Management Responsibility: 
· One part-time direct report at SIO level and a full-time communications apprentice when on rotation. 

Other things to know

Whatever your role, we take your career and development seriously, and want to enable you to build a really successful career with ORR and the wider Civil Service. It is crucial that our employees have the right skills to develop their careers and meet the challenges ahead, and you’ll benefit from regular performance and development reviews to ensure this development is ongoing. As a Civil Service employee, you’ll be entitled to a good range of benefits.

This includes:

•
25 days annual leave on entry, increasing on a sliding scale to 30 days after 5 years’ service. This is in addition to 8 public holidays.

This will be complemented by one further day of paid privilege entitlement to mark the Queen’s Birthday;

•
a competitive contributory pension scheme that you can enter as soon as you join where we will make a significant contribution to the cost of your pension; where your contributions come out of your salary before any tax is taken; and where your pension will continue to provide valuable benefits for you and your family if you are too ill to continue to work or die before you retire;

•
flexible working patterns, including  access to flexible working schemes allowing you to vary your working day as long as you work your total hours and meet the needs of the business;

•
generous paid maternity and paternity leave, which is notably more than the statutory minimum offered by many other employers; and

•
childcare benefits (policy for new employees as of 5 April 2018). The government has introduced the Tax-Free Childcare (TFC) scheme. Working parents can open an online childcare account and for every £8 they pay in, the government adds £2, up to a maximum of £2,000 a year for each child or £4,000 for a disabled child. Parents then use the funds to pay for registered childcare. Existing employees may be able to continue to claim childcare vouchers, so please check how the policy would work for you here;

•
interest-free loans allowing you to spread the cost of an annual travel season ticket or a new bicycle (Cycle to Work scheme);

•
Edenred staff discounts scheme; and

•
Occupational sick pay. 

Security

Successful candidates must meet the security requirements before they can be appointed. The level of security needed is basic.

Nationality statement

To be eligible for employment to this role you must be a national from the following countries:

•
The United Kingdom

•
The Republic of Ireland

•
The Commonwealth*

•
A European Economic Area (EEA) Member State

•
Switzerland

•
Turkey

Certain family members of EEA, Switzerland and Turkish nationals are also eligible to apply regardless of their nationality.

(*Commonwealth citizens not yet in the UK, who have no right of abode in the UK and who do not have leave to enter the UK are ineligible to apply.)

For further information on whether you are eligible to apply, please visit Gov.UK.

Selection Process Details
As part of your application, please submit a CV and a personal statement of not more than 2 sides of A4 explaining how you meet the Experience and Technical elements together with the Civil Service Behaviours detailed in the job packs.

We will review all applications by looking at the Experience, Technical and Civil Service Behaviours evidence provided in your application.

Candidates who are successful following this ‘sift’ process will be invited to an interview where the Experience and Technical elements will be tested further, alongside other elements of the post. 

At interview, we will require candidates to undertake additional assessments. This is likely to include a presentation to be prepared in advance and/or a desk-based task provided on the day; further details will be provided to shortlisted candidates in advance of the interviews. 

Should you encounter any issues with your online application please get in touch with us on: hr.recruitment@orr.gov.uk
Feedback will only be provided if you attend an interview or assessment.

Contact point for applicants

If you wish to discuss this role please contact Russell Grossman, Director of Communications, on 020 7282 2137 or at russell.grossman@orr.gov.uk

Sift/interview dates and location
We expect interviews to be held in late March / early April at our central London offices.
Reasonable adjustment

We are committed to making reasonable adjustments in order to support disabled job applicants and ensure that you are not disadvantaged in the recruitment and assessment process. 

Reasonable adjustments could include: allowing extra time during selection tests; ensuring that information is provided in an accessible format; and/or by providing training.

If you feel that you may need a reasonable adjustment to be made, or you would like to discuss your requirements in more detail, please contact us in the first instance.

If you wish to receive a hard copy of the information, or an alternative format (e.g. Audio, Braille or large font), then please contact:

ORRRecruitment@cabinetoffice.gov.uk 

If you cannot apply online, please post your application to:

Government Recruitment Service, LG73, 100 Parliament Street, London, SW1A 2BQ.

Please quote the vacancy reference number on the envelope.

February 2019
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