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BACKGROUND

The Department for Work and Pensions (DWP) was created in June 2001 to serve a new purpose: to promote opportunity and independence for all.  The Department currently employs approximately 123,450, has a budget of around £8billion and pays pensions and benefits of around £110 billion per annum. 

The Department has important policy development responsibilities in the support of the Government’s economic and social objectives.  

THE DEPARTMENT’S OBJECTIVES:


· Promote work as the best form of welfare for people of working age, while protecting the position of those in greatest need.

· Ensure the best start for all children and end child poverty in twenty years.

· Combat poverty and promote security and independence in retirement for today’s and future pensioners. 

· Improve the rights and opportunities for disabled people in a fair and inclusive society;

· Modernise welfare delivery to improve the accessibility, accuracy, and value for money of services to customers, including employers.

THE DEPARTMENT’S SERVICES TO CUSTOMERS:

· Jobcentre Plus - which helps people of working age find work and receive the benefits to which they are entitled, and helps employers to fill their vacancies.

· The Pension Service - which delivers frontline services to pensioners.

· The Child Support Agency - which administers child support.

· The Disability and Carers Service - which delivers extra-cost disability benefits to disabled people and benefits to carers.

· The Debt Management Service - which is a customer-facing shared service within the Finance Group, delivering debt management and recovery services on behalf of the other Businesses.

· The Appeals Service - which combines an independent tribunal body responsible for hearing appeals and administrative support for this function.

Department for Work and Pensions.

Head of Ethnic Minority Employment.

Work, Welfare, Poverty Directorate.

Location:
London or Sheffield (If based in Sheffield the successful candidate will have to travel regularly to London)

Salary:

SCS Pay Band 1.

Accountability:
To Jonathan Portes Deputy Director of WWPD.

The Post

This is a key and influential post in delivering the Government’s strategy on ethnic minority employment.  The Ethnic Minority Employment Task Force (EMETF) is the key mechanism for ensuring that government and stakeholders work together more effectively to improve labour market outcomes for ethnic minorities.  Key elements are developing and articulating the strategy through the EMETF; design and delivery of the Public Service Agreement Target (PSA) on ethnic minorities; overseeing key stakeholder relationships including with other Government departments and the private and voluntary sectors.

The Ethnic Minority Employment Division (EMED) is a division within the Work, Welfare and Poverty Directorate (WWPD), which is part of the Work, Welfare and Equality Group (WWEG).

EMED serves a dual purpose:

1. To provide secretariat support to the Ethnic Minority Task Force (EMTF) which has been set up following the recommendations made by the Prime Minister’s Strategic Unit’s report to tackle ethnic minority underachievement issues in the labour market.

The EMTEF’s aim is to bring about the vision set out by the Prime Minister in the Strategy Unit Report on Ethnic Minorities and the Labour Market, March 2003, that:

“ In ten years’ time, ethnic minority groups should no longer face disproportionate barriers to accessing and realising opportunities for achievement in the labour market.”

2. The Division is also responsible for strategy and policy to meet the ethnic minority PSA target for the department and significantly reduce the difference between this rate and the overall rate by 2006.

PSA 4c: Increase the employment rate of disadvantaged groups –ethnic minorities and significantly reduce the difference between the employment rate of this group and the overall rate.

Key Responsibilities

The post holder will lead on overseeing the work of the EMETF and ensuring the successful implementation of the Strategy Unit report Ethnic Minorities and The Labour Market (2003) and National Employment Panel’s (NEP) report ‘Enterprising People and Enterprising Places’ (2005).

· The Ethnic Minority Employment Task Force.

· Manage and develop the work of the EMETF secretariat.

· Working with Private Office on the business of the EMETF chaired by the Minister for Welfare Reform.

· Implement and monitor progress against key milestones.

· Lead on the planning and work programme for the Senior Officials Group (SOG).

· Develop and implement EMETF communications strategy including the maintenance of the EMETF website.

· Liaison with Other Government Departments to articulate the strategy and work of the EMETF and encourage greater inter-departmental working and consistency of approach within and across departments.  Support Departments in their efforts to mainstream measures to promote ethnic minority employment and enterprise.

· Publish annual progress reports on the EMETF.

· Developing the strategy on ethnic minority employment and ensuring that policy and practice take account of the evidence base and reflect government priorities.

· Formulate policies to meet the PSA target.

· Ensure that appropriate research is conducted and statistics gathered to monitor and evaluate success and provide an evidence base for policy development.

· Work in partnership with Job Centre Plus to drive progress on ethnic minority outcomes.

· Ensuring strategic fit between ethnic minority policies and other DWP/Other government strategies.

· Overseeing the departments contribution on crosscutting policy issues such as the welfare reform and cities agenda.

· Ensure that ethnic minority issues are mainstreamed and inform departmental policies and lessons learnt are widely disseminated.

· Provision of high quality analytical and policy advice to ministers and key stakeholders.

· Maintaining stakeholder support for the work of the EMETF.

· Agreeing and monitoring strategic priorities for DWP work other EMETF government departments and NEP, co-ordinating ethnic minority labour market work across government.

· Develop stakeholder engagement programme across government and externally.

· Support and develop the EMETF stakeholder group to ensure synergy and effective input into the work of the EMETF.

· Maintain effective partnership working with key stakeholders - Job Centre Plus, National Employment Panel, CBI, TUC and CRE.

· Develop and maintain links with key academics.

Additional Personal Responsibilities

· A strong corporate contribution to the running of the Group and membership of the WWPD senior management team.

· Leadership and management of a Division of around 18 staff.

Personal Specification 

The successful candidate will need to demonstrate all the SCS competencies.

In particular they will need to demonstrate:

· Strong leadership and interpersonal skills and the ability to work closely with senior colleagues in DWP, across Government Departments and other key partners in the private/voluntary/statutory sectors.

· Understanding of analytical and social research methodology.

· Planning/prioritisation/resource management to meet the needs of Ministers and senior management.

· Experience and confidence in relating to Ministers and senior officials.

· Effective communication skills –oral and written, for a wide variety of audiences.

· Strong stakeholder management, influencing and negotiation skills, especially with other Government Departments and other key partner.

· Understanding of labour market issues as they affect ethnic minorities

· Ability to handle and understand complex data.

· Sound financial management skills.
PERSONAL QUALITIES AND SKILLS:

Professional Skills for Government

As well as the qualities and skills above, the post holder will need to demonstrate to a high level the Professional Skills for Government (PSG). The PSG skills framework is at www.civilservice.gov.uk/skills.  The four elements of the framework are Leadership, Professional expertise, Broader experience and Core skills. The core skills are:

· People Management

· Financial Management

· Project and Programme Management

· Analysis and Use of Evidence

· Communications and Marketing

· Strategic Thinking

TERM OF APPOINTMENT

This appointment will be for three years, with the possibility of permanence or extension.

THE REWARD CHALLENGE
The Department for Work and Pensions needs to attract, keep, engage and motivate the calibre of leaders, professionals and specialists it requires to deliver its objectives successfully. To do this effectively we must reward people appropriately and recognise achievements in ways that support what we seek to deliver. 

The main rewards include not only the basic salary but also the final salary pension scheme, job security and the availability of bonuses for those who perform well, challenging work in the public sector with the opportunity for career advancement and personal development, generous annual leave arrangements, recognition in our working practices of the importance of work/life balance, a good working environment and supportive colleagues.

REMUNERATION

The salary for this role will be around £75,000, although more may be available for an exceptional candidate. A bonus will be payable depending on performance, within the normal Senior Civil Service pay arrangements.  The salary will be reviewed annually, beginning in April 2006.  This appointment will be on normal Civil Service terms and conditions.  Salary and terms of appointment for a serving civil servant would be for agreement with the individual and his/her current department within normal rules for appointment on level transfer or promotion. 

The Senior Civil Service (SCS) pay system is a simple broad band structure, based upon job evaluation score groups. The structure has three core bands Pay Bands 1, 2 and 3. The starting pay for external recruits will be negotiated within the limits of the salary quoted in the advertisement for the post. 

Future pay awards will normally be made in line with the current SCS performance-related pay arrangements. For example, 2005 base pay increases ranged from no increase to 8%. It is not possible to quote specific rates and increases in advance of the annual pay awards each April. Increases depend on individual circumstances including your current salary level at the award time.

BONUSES

Performance bonuses are available within the SCS performance-related pay system. They are awarded within a pool scheme based on performance i.e. achievement of personal objectives. Bonuses will be possible up to 20% but in practice good performers may expect around 7-9% and not all receive a bonus.  They are non-consolidated awards paid in addition to base pay rises. They are paid as a lump sum and do not count towards pension entitlements. Bonuses are awarded on the recommendation of line managers based on the level of success with which an SCS member has met their in-year business objectives and relative to all others in their Pay Band. Bonuses are not determined until after the year end so it is not possible to quote amounts in advance of the annual pay award each April. 

RELOCATION

Relocation expenses may be available.

HOURS OF WORK

While the normal working week for staff based in London is 41 hours including meal breaks, obviously a post of this kind imposes very heavy demands. 

ANNUAL LEAVE

On appointment the post holder will be entitled to 30 days paid leave plus 10½ days public and privilege holidays. 

RETIREMENT

While the normal retirement age for Senior Civil Servants is currently 60, the department will consider applications on their merits, not governed by age.   

TERMS AND BENEFITS

· Pension Scheme.

· Occupational Health Services, including counselling and eye care provision.

· Subsidised Sports and Social Club membership (optional).

· Private User Scheme vehicles 

· Leave provisions including:

· Carers’ Leave 

· Paid and unpaid maternity leave

· Flexible paid paternity leave

· Flexible paid adoption leave

· Family Care expenses will be paid if the criteria are met.

PRIVATE USER SCHEME VEHICLES

The Department for Work and Pensions (DWP) does not operate a vehicle-leasing scheme but does offer Private User Scheme (PUS) vehicles. These vehicles are operated in a similar way to company cars in outside industry.  The two main criteria are for the vehicle to be used for at least 6000 business miles per annum and used on business on around 90 days per year.  PUS vehicles can be used for private journeys as well as business journeys. Members of the users household can also be added to the group insurance policy for private journeys. Patricia Hindmarch 0191 225 6103 or email: Pat.Hindmarch@dwp.gsi.gov.uk will offer advice on the scheme.

PERSONAL AND PROFESSIONAL DEVELOPMENT

As an Investors in People (IIP) organisation the Department is committed to learning and development, offering opportunities, such as:

· Financial support for recognised qualifications that are in line with business objectives.

· Internal and external training courses.

· Staff development programmes.

· Career advancement 

Descriptions of the experiences of some senior level staff who have joined DWP from outside can be found at Appendix B.

PENSION SCHEME

DWP offers an excellent occupational pension scheme. Pension benefits are provided under the Civil Service Pension Scheme, which is contracted out of the State Earnings Related Pension Scheme (SERPS).   This is called the Premium scheme and provides pension benefits on a final salary basis (contributions to the Premium scheme are 3.5% of salary). Alternatively you can opt for a more flexible Partnership pension scheme, which provides pension benefits based on contributions made. New recruits will receive details of both these schemes when they join DWP.  Further information is at Appendix C. In December 2004 the Government announced proposals to make changes to the Civil Service Pension Scheme.  Details of the current scheme, proposed changes and the consultation procedures for the proposed changes can be found on the Civil Service Pensions website at: www.civilservice-pensions.gov.uk.

NATIONALITY

Applications are welcomed regardless of nationality but the following rules on nationality apply: - For Civil Service posts you should be a British or Commonwealth citizen (as defined in the British Nationality Act of 1981), a British protected person, or a national of a state within the European Economic area. Certain non-EC family members and certain non-European Free Trade Area family members may also be eligible. Exceptionally someone falling outside these groups may be considered. So if you are unsure of your status, please explain your circumstances in a letter accompanying your application.

Entry to the UK is controlled under the Immigration Act of 1971.  Everyone who does not have the right of abode is subject to immigration control. You should check if there are any restrictions on your stay or your freedom to take or change employment before you apply for a post.

CONFLICTS OF INTEREST

Candidates must note the requirement to declare any interests they may have that might cause questions to be raised about their approach to the business of the Department.  They are required to declare any relevant business interests, share holdings, positions of authority, retainers, consultancy arrangements or other connections with commercial, public or voluntary bodies, both for themselves and for their spouses/partners.  The successful candidate will be required to give up any conflicting interests and his/her other business and financial interests may be published.

OFFICIAL SECRETS ACT

The post is covered by the Official Secrets Act.

INSTRUCTIONS

The preferred means of application is by email to peter.armitage@hays.com or alternatively by post to:

Mr Peter Armitage

Hays Executive

Charter House

13-15 Carteret Street

London

SW1H 9DJ

The closing date for receipt of applications is 5.00pm on 19th December 2005

Applications should quote Reference  DWP / EME and should include:

1.   A completed Equal Opportunities Monitoring Form (attached).

2.
A curriculum vitae with education and professional qualifications and full employment history, giving details where applicable of budgets and numbers of people managed, relevant achievements in recent posts and latest remuneration.  It is also helpful to have daytime and evening telephone contact numbers and e-mail addresses, which will be used with discretion.

3.
A short covering letter explaining why this appointment interests you and how you meet the appointment criteria as detailed in the person specification.

Candidates who have responded to the advertisement before receiving this brief need do no more than complete and return the diversity/disability monitoring form, unless they feel that they wish to submit any additional information having read this brief.  If so, this should be sent to the address below, and it will be appended to their original application.

QUERIES
If you have any queries about any aspect of this appointment, or merely wish to have an informal discussion, then call Peter Armitage or Andrew Timlin on 020 7799 8620.

SELECTION PROCESS

All applications will be acknowledged shortly after receipt.

A Selection Board, will sift applications during the week commencing XXX 2005 and all applicants will then be advised on the outcome of their application.  Selected candidates will then be invited to a first interview at Hays Executive in London during week commencing XXX.

The Selection Board will meet again in week commencing XXX to agree the shortlisted candidates and all remaining candidates will be advised accordingly.  Shortlisted candidates will be asked to submit the names of two referees who may be contacted in advance of the final panel interview.  There may also be psychometric assessments undertaken at this stage.  It is anticipated that the final Selection Board will take place in mid August.  Interviews will take place in London. The panel reserve the right to move straight to shortlist depending on the number of applications. 

The Selection Board will recommend the candidate considered most suitable for appointment.  The successful candidate will be subject to checks on health, nationality and other matters before an appointment can be formally offered.

DIVERSITY AND EQUALITY

The department is committed to providing services which embrace diversity and which promote equality of opportunity. As an employer, we are also committed to equality and valuing diversity within our workforce. Our goal is to ensure that these commitments, reinforced by our Values, are embedded in our day-to-day working practices with all our customers, colleagues and partners.

In order to help the Department to monitor the success of its commitment to equal opportunities, all applicants are requested to complete the attached Equal Opportunities Monitoring Form at Appendix D and return it with their application.  This form is used for monitoring purposes only and will not be made available to the selection panel.

GUARANTEED INTERVIEW SCHEME

The Department, as an Equal Opportunities Employer actively encouraging applications from people with disabilities, operates a guaranteed interview scheme for disabled people (as defined by the Disability Discrimination Act 1995), who meet the minimum essential experience criteria for this appointment set out in the earlier section Candidate Profile. You will then be guaranteed an invitation to an initial interview with Hays Executive. If you qualify for this scheme please make this clear in your covering letter.  Please also advise us of any special arrangements for interview you will require, to enable us to make the appropriate arrangements. 

EXPENSES

Travelling expenses will be reimbursed to candidates who are required to travel a significant distance to attend interview.

The Civil Service Code sets out the constitutional framework within which all civil servants work and the values they are expected to uphold.  It is modelled on a draft originally put forward by the House of Commons Treasury and Civil Service Select Committee.  It came into force on 1 January 1996, and forms part of the terms and conditions of employment of every civil servant.  It was revised on 13 May 1999 to take account of devolution to Scotland and Wales.  The full text follows, and hard copies are available from the address at the end of the document.

1.
The constitutional and practical role of the Civil Service is, with integrity, honesty, impartiality and objectivity, to assist the duly constituted Government of the United Kingdom, the Scottish Executive or the National Assembly for Wales1 constituted in accordance with the Scotland and Government of Wales Acts 1998, whatever their political complexion, in formulating their policies, carrying out decisions and in administering public services for which they are responsible.

2. Civil servants are servants of the Crown. Constitutionally, all the Administrations form part of the Crown and, subject to the provisions of this Code, civil servants owe their loyalty to the Administrations1 in which they serve.

3.
This Code should be seen in the context of the duties and responsibilities set out for UK Ministers in the Ministerial Code, or in equivalent documents drawn up for Ministers of the Scottish Executive or for the National Assembly for Wales, which include:

· accountability to Parliament2 or, for Assembly Secretaries, to the National Assembly;

· the duty to give Parliament or the Assembly and the public as full information as possible   about their policies, decisions and actions, and not to deceive or knowingly mislead them;

· the duty not to use public resources for party political purposes, to uphold the political impartiality of the Civil Service, and not to ask civil servants to act in any way which would conflict with the Civil Service Code;

· the duty to give fair consideration and due weight to informed and impartial advice from civil servants, as well as to other considerations and advice, in reaching decisions; and

· the duty to comply with the law, including international law and treaty obligations, and to uphold the administration of justice;

· together with the duty to familiarise themselves with the contents of this Code.

4.       Civil servants should serve their Administration in accordance with the principles set out in this Code and recognising:

· the accountability of civil servants to the Minister3 or, as the case may be, to the Assembly Secretaries and the National Assembly as a body or to the office holder in charge of their department;

· the duty of all public officers to discharge public functions reasonably and according to the law;

· the duty to comply with the law, including international law and treaty obligations; 

· and to uphold the administration of justice; and

· ethical standards governing particular professions.

5.
Civil servants should conduct themselves with integrity, impartiality and honesty. They should give honest and impartial advice to the Minister or, as the case may be, to the Assembly Secretaries and the National Assembly as a body or to the office holder in charge of their department, without fear or favour, and make all information relevant to a decision available to them. They should not deceive or knowingly mislead Ministers, Parliament, the National Assembly or the public.

6.
Civil servants should endeavour to deal with the affairs of the public sympathetically, efficiently, promptly and without bias or maladministration.

7.
Civil servants should endeavour to ensure the proper, effective and efficient use of public money.

8.
Civil servants should not misuse their official position or information acquired in the course of their official duties to further their private interests or those of others. They should not receive benefits of any kind from a third party which might reasonably be seen to compromise their personal judgement or integrity.

9.
Civil servants should conduct themselves in such a way as to deserve and retain the confidence of Ministers or Assembly Secretaries and the National Assembly as a body, and to be able to establish the same relationship with those whom they may be required to serve in some future Administration. They should comply with restrictions on their political activities. The conduct of civil servants should be such that Ministers, Assembly Secretaries and the National Assembly as a body, and potential future holders of these positions can be sure that confidence can be freely given, and that the Civil Service will conscientiously fulfil its duties and obligations to, and impartially assist, advise and carry out the lawful policies of the duly constituted Administrations.

10.
Civil servants should not without authority disclose official information which has been communicated in confidence within the Administration, or received in confidence from others. Nothing in the Code should be taken as overriding existing statutory or common law obligations to keep confidential, or to disclose, certain information. They should not seek to frustrate or influence the policies, decisions or actions of Ministers, Assembly Secretaries or the National Assembly as a body by the unauthorised, improper or premature disclosure outside the Administration of any information to which they have had access as civil servants.

11.
Where a civil servant believes he or she is being required to act in a way which: 

· is illegal, improper, or unethical;

· is in breach of constitutional convention or a professional code;

· may involve possible maladministration; or

· is otherwise inconsistent with this Code;

he or she should report the matter in accordance with procedures laid down in the appropriate guidance or rules of conduct for their department or Administration. A civil servant should also report to the appropriate authorities evidence of criminal or unlawful activity by others and may also report in accordance with the relevant procedures if he or she becomes aware of other breaches of this Code or is required to act in a way which, for him or her, raises a fundamental issue of conscience.

12.
Where a civil servant has reported a matter covered in paragraph 11 in accordance with the relevant procedures and believes that the response does not represent a reasonable response to the grounds of his or her concern, he or she may report the matter in writing to the Office of the Civil Service Commissioners, 3rd Floor, 35 Great Smith Street, London  SW1P 3BQ. Tel: 020 7276 2613. e-mail: ocsc@civilservicecommissioners.gov.uk
13.
Civil servants should not seek to frustrate the policies, decisions or actions of the Administrations by declining to take, or abstaining from, action which flows from decisions by Ministers, Assembly Secretaries or the National Assembly as a body. Where a matter cannot be resolved by the procedures set out in paragraphs 11 and 12 above, on a basis which the civil servant concerned is able to accept, he or she should either carry out his or her instructions, or resign from the Civil Service. Civil servants should continue to observe their duties of confidentiality after they have left Crown employment.

Footnotes

1.
In the rest of this Code, we use the term Administration to mean Her Majesty's Government of the United Kingdom, the Scottish Executive or the National Assembly for Wales as appropriate. 

2.
In the rest of this Code, the term Parliament should be read, as appropriate, to include the Parliament of the United Kingdom and the Scottish Parliament. 

3. In the rest of this Code, Ministers encompasses members of Her Majesty's Government or of the Scottish Executive.  

Machinery of Government Secretariat

Room 118

Cabinet Office

70 Whitehall,

London

SW1A 2AS

Tel: 020 7276 2452

PETER HARVEY – CHANGE BOARD FINANCIAL CONTROLLER

If you want a quiet life …… with never ending committees, filled with faceless officials, never able to decide, or recommend anything ……… mountains of bureaucracy – just make sure that nothing actually gets done ……… little individual accountability … where new ways are bad ways……… where low achievers can happily sit back and wait for retirement ……… then don’t read any further, tear up the application form and look somewhere else!

These were some of the misconceptions offered to me by some well-meaning, but ill informed colleagues and friends, before I took up the post of Change Board Financial Controller at the Department for Work and Pensions. They could not have been further from the truth.

It all started quite innocently, a former work colleague, who felt that he was not suited to the post being advertised, passed my name to the recruitment consultancy. After reading the information pack and a little bit of research on the Internet, I realised that the role was, in many ways not so different to my existing one in the head office of a major UK food retailer. Whilst I was not particularly looking to change companies, the opportunity to see what it was like on the ‘other side’ and get some interview practice was too good to pass up. 

The Senior Civil Service (SCS) selection process is quite comprehensive and to be successful, an external candidate needs to prepare. You will usually be up against internal candidates. Whilst the principles of accountancy, for instance, remain universally true, in the public sector, some of the language is different. To be able to demonstrate technical skills, it is worth understanding some of these. The SCS behavioural competencies are important to the process and the interviews are evidence based. Additionally, an appreciation of the Civil Service from an ‘insider’ is a great way of gaining an insight as well as understanding why it might be such a great place to work. My key responsibilities include the budgeting, financial control and reporting of around £1.5bn p.a., responsibility for the associated appraisal and financial governance arrangements as well as leading around 60 individuals. I have now been here almost 6 months. The learning curve has been steep. Huge levels of responsibility and accountability were there from day one. However, the freedom to act and make decisions is there too. Coming from the ‘commercial world’ expectations within the organisation were high – I had a lot to live up to.

My induction was short, but well planned. All of the material that I had asked for (plus some I hadn’t thought of) was hastily pulled together and provided – before I even started. Meetings were scheduled so that I could get to know some of my key customers and future colleagues. I even went, as an observer, to one of the DWP Executive Team meetings, just prior to my start date.

On the people front, I have found the culture to be an incredibly welcoming and inclusive one. There seems to be a sense of passion and directed purpose in the place, everyone seems to care about what they are doing and take pride in their work. Interestingly, the levels of competence and knowledge of individuals is very high. I suspect that investment in training and development as well as practice of individuals sticking with a role, long enough to get good at it, has played a significant part. In recent years there has clearly been a drive to balance experience grown on the inside with ‘best practice’ from the private sector and this is really starting to pay off.  

 So if you think you’re up for the challenge, and think you are good enough to meet it, what are you waiting for? - Start filling in that form!

And a perspective from a recent Learning and Development recruit 

KAYTE BROOK-SIMPSON – HEAD OF LEARNING AND DEVELOPMENT CENTRAL DESIGN

I joined the DWP as Head of Learning and Development Central Design in January 2004. My previous background was mainly in the private sector in project management and Learning and Organisational Development. 

My key responsibilities are Corporate Learning and Development Design and I have 85 staff located all over the country. 

The Challenges

Expectations are high. You are expected to hit the ground running. A very positive aspect is that I was given complete freedom to make what I wanted of the job and decide what I wanted to achieve. 

There is a steep learning curve when you join any organisation at a senior level from a different sector. This move was no exception particularly as I am responsible for the design of learning and development for the whole of DWP, a total of 130,000 staff spread over diverse but closely linked businesses which include Jobcentre Plus, The Pension Service, Child Support Agency and the corporate centre.

Challenges are getting to grips with the broad structure of such a huge organisation, terminology and use of jargon, the principles of governance which can be seen as restricting but also provide rigour and methodology, the political implications of decisions and how Government works. There are many sources of information available but for me the best way to find out was by talking to the people in DWP.

The People

People are very open and willing to share their experiences and views with newcomers. They are also very keen to find out what is happening in the L&D field in the private sector and to see how the Civil Service and DWP in particular measure up against the private sector.

Private sector colleagues sometimes have preconceived and rather negative ideas of how things work in the public sector. I probably shared some of these notions before I joined but have been impressed with the fact that there is more structure, greater sense of planning and a greater desire to involve and commit people than in the private sector. 

The environment is a very welcoming one, which encourages people to fit in. There are a lot of talented people on the same wavelength. DWP has been recruiting people externally for some time now and there is a very good mix of skills and experience all around and a willingness to learn from each other. In my view essential qualities for anyone joining DWP are tenacity, commitment, an open mind, political savvy and caring about people. Relationships are key with a strong emphasis on interpersonal skills.

	
	THE PREMIUM SCHEME
	THE PARTNERSHIP SCHEME

	What sort of schemes are they?
	This is a salary related pension scheme where the value of a pension depends on the amount of salary and service a member has at the retirement age.
	This is a stakeholder pension arrangement where money is invested in the financial markets. Pensions depend on the value of the fund and annuity rates in force at retirement.

	What does it cost me?
	3.5% of your pensionable earnings*. 

	From 0% of pensionable earnings* up to an age dependent maximum of between 6.5 & 24.5%.

	Does my employer make a contribution?

	Yes. Your employer pays contributions to provide all benefits, both for you and your dependents.
	Yes. Your employer pays an age related contribution of between 3 & 12.5%. On top of this your employer will match your contribution up to a maximum of 3%.

	What pension do I get?

	1/60 of your final pensionable earnings* for each year of reckonable service**.
	You use your pension fund to buy a pension. You decide what sort of pension you want. You can shop around for the best deal.

	When do I get my pension?

	The scheme pension age is 60. If you work after this, you may be able to keep building up pension benefits. You must retire to draw your pension. You can do this at any time after 50, but your pension will be reduced as it is paid early.
	You can start drawing your pension at any time between the ages 50 and 75, regardless of whether or not you have given up work.

	Can I have a lump sum?

	Yes. You can swap some of your pension for a lump sum equal to up to 2.25 times your pension. You have to give up £1 of pension for each £12 of lump sum. Pension lump sum is tax free.
	Yes. Under current tax law you can take up to 25% of your fund as a tax-free lump sum.

	Will my pension be increased?
	Yes. We will increase your pension every year in line with prices.
	Yes, but only if you choose to buy a pension which increases every year.

	What if I die in service?

	We will pay a lump sum of 3 times your pay. We will also pay a pension to your spouse & any dependent children. If you are unmarried, we may pay a pension to your partner if he or she is eligible.
	We will pay a lump sum of 3 times your pay. Your pension provider will pay your pension ‘pot’ to your dependants as a cash lump sum.

	What if I die after I retire?

	We will pay a pension to your husband or wife & any dependent children. If you are unmarried, we may pay a pension to your partner if he or she is eligible.
	When you buy your pension, you decide if you want to provide a dependent with a pension in the event of your death.

	What if I have to give up work for health reasons?

	We may pay your pension early & may enhance your pension by increasing the amount of your reckonable service**.
	We may pay you a lump sum up to three times your pay. You will also have your pension ‘pot’ to provide you with a pension.

	What happens if I am already receiving a Civil Service pension?
	Your existing pension may be reduced or suspended for the period of your re-employment.
	Drawing your pension doesn't have to be linked to retiring from work.


*    Pensionable earnings are all earnings that could count towards your pension. This may be restricted by     what is known as the “Pensionable Earnings Cap”. In the 2004-5 tax year this was set at £102,000.
** Reckonable service is the amount of service that counts towards calculating a pension.
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	Ethnic Monitoring
	Which groups do you most identify with?  Please tick ONE line in 

column A and ONE line in column B (the options are listed alphabetically)

	Column A
A   __
British or Mixed

B   __
English

C   __
Irish

D   __
Scottish

E   __
Welsh

F   __
Or any other


(specify if you wish)

Y   __
Prefer not to say


	Column B

Asian
A   __
Bangladeshi

B   __
Indian

C   __
Pakistani

D   __
Other Asian background


(specify if you wish)

Black
E   __
African

F   __
Caribbean

G   __
Other black background


(specify if you wish)

Chinese
H   __
Any Chinese background


(specify if you wish)
	Mixed Ethnic Background
I   __
Asian and White

J  __
Black African and White

K __
Black Caribbean and White

L  __
Other Mixed Ethnic


background


(specify if you wish)

White
M  __
Any White background


(specify if you wish)

Any Other Ethnic Background
N   __
Any other ethnic background


(specify if you wish)

Y   __
Prefer not to say




	Disability

	1.
Do you have a long term health condition or disability which affects your day to day living?


	Yes   __
	No   __
	Prefer not to say   __

	2.
If so, are you claiming a guaranteed interview?


	Yes   __
	No   __
	

	3.
Are you eligible for WORKSTEP?


	Yes   __
	No   __
	

	
(if you are unsure contact the Disability Employment Advisor at your local Jobcentre Plus Office)


Note:
The Disability Discrimination Act 1995 defines a disability as a physical or mental impairment which has a substantial and long term (i.e. more than 12 months) adverse effect on a person's ability to do normal daily activities.  You may still be considered to have a disability if you are not currently adversely affected but the impairment is likely to recur.

	Age


	Gender

	How old are you?


	Are you?

	16-25

___
	26-35

___


	36-45

___


	46-55

___
	56+

___
	Prefer not to say

___
	Male

___
	Female

___
	Prefer not to say

___


	For Office Use

	Pay number​​​​​​​​​​​​​​​​​​_________________________





Thank you for your help, please return this questionnaire with your application form.

	GIVING PURPOSE AND DIRECTION: Creating and communicating a vision of the future



	EFFECTIVE BEHAVIOUR
	INEFFECTIVE BEHAVIOUR

	· Is clear what needs to be achieved.

· Involves people in deciding what has to be done.

· Communicates a compelling view of the future.

· Sets clear short and long term objectives.

· Creates practical and achievable plans.

· Establishes standards of behaviour which promote diversity.

· Agrees clear responsibilities and objectives to deliver results.

· Initiates change to make things happen.
	· Looks to others to provide direction.

· Takes an overly cautious approach.

· Assumes people know what is required of them without being told.

· Loses sight of the big picture.

· Allows a culture which is intolerant of diversity.


	MAKING A PERSONAL IMPACT: Leading by example



	EFFECTIVE BEHAVIOUR
	INEFFECTIVE BEHAVIOUR

	· Visible and approachable to all.

· Acts with honesty and integrity.

· Is valued for sound application of knowledge and expertise.

· Resilient and determined.

· Challenges and is prepared to be challenged.

· Says what people may not want to hear.

· Takes difficult decisions and measured risks.

· Accepts responsibility for own decisions.

· Takes personal responsibility for making progress in equality and diversity.

· Implements corporate decisions with energy and commitment.
	· Says one thing and does another.

· Takes contrary views as a personal criticism.

· Fights own corner, ignoring wider interests.

· Accepts the status quo.

· Aloof and arrogant.

· Aggressive not assertive.

	FOCUSING ON DELIVERY: Achieving value for money and results



	EFFECTIVE BEHAVIOUR
	INEFFECTIVE BEHAVIOUR

	· Organises the work to deliver to time, budget and agreed quality standards.

· Negotiates for the resources to do the job.

· Rigorous in monitoring and reviewing progress and performance.

· Puts customers first.

· Is not deflected by obstacles or problems.

· Shifts resources as priorities change.

· Seeks continuously to improve performance.

· Makes best use of diverse talents, technology and resources to deliver results.


	· Commits to delivery regardless of impact on team or self.

· Focuses on the process rather than getting results.

· Avoids dealing with difficult problems. 

· Continually fire fighting.

· Takes sole credit for achieving results.

· Does not manage risks.


	LEARNING AND IMPROVING: Drawing on experience and new ideas to improve results



	      EFFECTIVE BEHAVIOUR
	      INEFFECTIVE BEHAVIOUR

	· Aware of own strengths, weaknesses and motivations.

· Applies learning from own and others’ experience.

· Builds productive relationships with people across and outside the organisation.

· Understands, values and incorporates different perspectives.

· Seeks new or different ideas and opportunities to learn.

· Readily shares ideas and information with others.

· Encourages experimentation and tries innovative ways of working.

· Works with partners to achieve the best practical outcomes.

· Adapts quickly and flexibly to change.
	· Can’t see things from other peoples’ perspective.

· Assumes at the outset different perspectives need not be taken on board.

· Does not listen.

· Sticks to outdated methods.

· Unwilling to be exposed to risk or uncertainty.


	THINKING STRATEGICALLY : Harnessing ideas and opportunities to achieve goals



	      EFFECTIVE BEHAVIOUR
	      INEFFECTIVE BEHAVIOUR

	· Sensitive to wider political and organisational priorities.

· Assimilates and makes sense of complex or conflicting data and different perspectives.

· Finds new ways of looking at issues.

· Homes in on key issues and principles.

· Considers the potential and impact of technology.

· Identifies opportunities to improve delivery through partnership.

· Anticipates and manages risks and consequences.

· Gives objective advice based on sound evidence and analysis.

· Communicates ideas clearly and persuasively.
	· Works only from own perspective or assumptions about the world.

· Fails to make connections between ideas or people.

· Focuses solely on the detail.

· Focuses on intellectual debate at the expense of action.

· Fails to consider the needs of a diverse community.

	GETTING THE BEST FROM PEOPLE: Motivating and developing people to achieve high performance



	      EFFECTIVE BEHAVIOUR
	       INEFFECTIVE BEHAVIOUR

	· Gets to know individuals and their aspirations.

· Adapts leadership style to different people, cultures and situations.

· Identifies and brings on talent, especially amongst under-represented groups.

· Knows when to step in and when not to.

· Listens and takes account of diverse views.

· Gives and expects frequent constructive feedback.

· Coaches individuals so they give of their best.

· Tackles poor performance or inappropriate

      behaviour.

· Praises achievements and celebrates success.
	· Works only with the most competent people.

· Writes rather than speaks.

· Has a fixed management style.

· Does not delegate challenging or interesting work.

· Is uncomfortable working with people from diverse backgrounds.

· Blames others.

· Wields the red pen.

· Avoids giving bad news.
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