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Letter from Chief Executive

DIRECTOR OF COMMERCIAL SERVICES

Thank you for your interest in this post.  It offers a unique opportunity to contribute to the better use of property across the public sector.

I joined the VOA over three years ago now, after spending my early career in the Treasury and local government.  I inherited a well run, successful organisation, and a strong team and I have been able to build on this: we set the vision three years ago to deliver truly world class customer satisfaction, and are on track to meet the targets for 2010 which define this – there is more detail in our Forward Plans at www.voa.gov.uk.

Although we are best known for our work on rates and council tax, we also have an important role to play as a public sector provider of valuation and property advice services.  Most of this work is subject to competition, and I am looking for a Director of Commercial Services to develop this part of the business.  The time is good, with a stronger focus on the use of property right across the public sector, and we have staff across the country who are expert both in their local knowledge and in particular sectors.  With the right leadership, we can make real strides both with existing clients and with new ones.  In the process, we can show quite how good public services can be, and help our clients do the same.

If you find this challenge exciting, I look forward to hearing from you.








ANDREW HUDSON








Chief Executive








Valuation Office Agency

Valuation Office Agency – Organisational overview 
The Valuation Office Agency (VOA) has four main functions:

· Valuing domestic properties in England and Wales for council tax, dealing with appeals, and maintaining an accurate and comprehensive valuation list

· Valuing non-domestic properties in England and Wales for non-domestic rates, and again dealing with appeals and maintaining an accurate and comprehensive rating list

· Giving valuation advice to HM Revenue & Customs (HMRC) in connection with Capital Gains, Inheritance Tax, and other compliance work

· Providing valuation services and property advice to a range of public sector bodies, including NHS Estates, Defence Estates, and the Highways Agency.

The key priorities for the Agency for the next three years are:

· Maintaining progress in improving the timeliness, quality, and cost-effectiveness of operations across the board, against the background of a reducing budget

· Preparing for the 2010 Non-domestic rating revaluation in England and Wales

· Maintaining the council tax list in England 

· Playing a full part in helping HM Revenue & Customs to reduce underpayment of direct tax

· Working more closely with other public sector bodies to assist them in making the best possible use of their property

The Agency also has a role in giving policy advice to Ministers on property matters.

The Agency currently has around  4,000 staff.  Well over 1,000 of these staff are chartered surveyors, and a further 1,400 are technically trained.  There are some 85 offices across Great Britain: although local taxation work is handled by others in Scotland, the VOA carries out general valuation work and support for HMRC there.  The Agency's budget for 2007-08 is around £215 million: all funding comes from clients (mostly from Communities and Local Government), rather than direct from the Exchequer.

ROLE DEFINITION

Post title:
Director of Commercial Services
Reports to:
Chief Executive – Valuation Office Agency 

The Commercial Director will be a full member of the VOA Board, so will have a role in the leadership of the Agency across all its functions, but his or her main responsibility will be for the work of providing valuation services and property advice to other public sector bodies, most of which we compete for.  

In effect, you will be the managing director of a competitive business worth £15-20m a year, doing vitally important work across much of government.  

This side of the work grew at a healthy rate in the early part of the decade, to its present level.  The challenge is to continue to develop the business to ensure that fast-evolving client needs are fully reflected in the way services are delivered in the future.  An Interim Director has reviewed the whole approach, and recommended a number of changes designed to improve customer focus further and to make better use of the considerable skills available.  As a result, the Board has decided to restructure the business so that most senior staff will specialise in sectors, such as Transport and Infrastructure, and  Health, rather than heading  multi-purpose regional teams which covered both commercial and statutory work. In the new structure, two resource managers will ensure the optimum allocation of staff to work, using a matrix management approach.

The review identified significant opportunities for developing the business, both with existing clients and in new directions.  In particular, there is increasing emphasis within the public sector on making better use of property and on Strategic Asset Management, where the VOA’s knowledge of the public sector and reputation for integrity are key strengths.

The challenge is nonetheless a big one.  The market place is increasingly competitive, and success will depend on both winning new business and continuous improvement in cost-effectiveness.  But there is a lot to build on.  You will be leading a team of some 230 people, in a national network across England, Scotland, and Wales.  Over 100 of these are chartered surveyors, with a lot of skill and experience in working with our existing clients.  Beyond that, you will be able to draw on specialist skills from elsewhere in the Agency: we have national-level experts on every type of property there is, from airports to zoos, and also a unique network of local knowledge.  In particular, there are specialist Building Surveyors and Mineral Valuers who are closely involved in this work.  More generally, you will have the corporate support that comes from being part of a big organisation.

The Person

To succeed, you will need high calibre leadership skills and the ability to work in a commercial environment.  You’ll need to be able to spot business opportunities, and then have the gravitas to present the organisation at very senior levels within government departments and agencies, NHS bodies, and local authorities.  You’ll need to be comfortable selling and presenting an issue or a service.  Within the organisation, you will also need to be visible and approachable to all, and a strong leader from the front, who can ensure high quality service delivery, to the necessary professional standards.  So this will involve good planning and organisation, encouraging a more entrepreneurial approach, and motivating staff.

While a property background and qualification would be helpful, it is not essential.  Most of the staff in this area are chartered surveyors, and the business depends on selling that professional expertise.  But the key thing is to be able to convince us that you can quickly establish credibility with staff and customers as the leader of this professional service, whether you are a chartered surveyor or not.  

This is a unique opportunity to bring business skills to bear in helping the public sector make better use of its property resources. 
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

Location

The post is London-based.  
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Terms and Conditions of Employment

Eligibility

To avoid possible disappointment at a later stage, we recommend that you check you are eligible before applying. 

Nationality

Applications are welcome regardless of nationality but the following rules on nationality for Civil Servant posts apply: - 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.

Health and Security

The appointment will be subject to satisfactory completion of checks on health, security and other matters.

Political activities

You will be subject to certain restrictions on national and local political activities. These include standing as a candidate in parliamentary elections, canvassing on behalf of candidates and expressing views on matters of political controversy in public speeches or publications.

Other outside activities

You should not do anything or take on any outside work which might conflict with the interests of the HMRC or which is inconsistent with your official position. You will need prior permission to take on outside work.

Conflicts of Interest

Applicants are asked to consider any potential conflicts of interest before applying to work for HM Revenue & Customs, including there tax affairs.

Location

This post will be based in London, though there will be quite a lot of travel around Great Britain.  Some flexibility is possible about whether the successful candidate moves to the London area, but the cost of travelling to work and overnight stays in London will not be reimbursed.  Relocation expenses will not be available.

Hours and annual leave

If you work full time, your working week is 36 hours excluding meal breaks. You may however, need to work more hours if your job demands it and as we may reasonably require. Your hours are worked over a 5-day week unless we agree differently. Your annual leave allowance will be 30 days with pay. In addition, all staff receive 8 days’ bank and public holidays and 2.5 privilege days to be taken at fixed times of the year.

Age
From 1 October 2006 the default retirement age for senior civil servants is 65.

Equal Opportunities

HMRC is an equal opportunities employer, committed to equal opportunities policies.  We welcome people from all backgrounds so that our workforce mirrors the community we serve. 

Guaranteed Interview Scheme - Candidates with a disability

We invite you to tell us about any disability you may have and about any assistance we can give you at interview. Please complete the form below if appropriate. If you are invited to interview and wish to discuss the assistance you require we would be happy to talk about particular arrangements with you nearer the time.

By disability we mean a physical or mental impairment, which has a substantial and long term adverse effect on your ability to carry out normal day-to-day activities, as defined by the Disability Discrimination Act 1995.GUARANTEED INTERVIEW SCHEME


HMRC is committed to the employment and career development of people with disabilities. To demonstrate our commitment we use the Disability Symbol, which is awarded by the Employment Service. As a symbol user, we guarantee an interview with our advisors, Hays to anyone with a disability whose application meets the minimum criteria of the post. 

What do we mean by disability?

· You must have a disability or long term health condition that is likely to last for at least 12 months

And

· The disability or health condition puts you at a substantial disadvantage in either obtaining or keeping jobs.
How do I apply?

If you believe you are entitled to a guaranteed interview please complete the form overleaf and return it to: - Chetna Patel Diversity & Equality Officer, chetna.patel@hays.com 

The information provided on the form will be treated in the strictest confidence and will not be available to the interview panel should an interview be granted under the scheme.

DECLARATION

( I consider myself to have a disability as defined above for the following reasons: 

( I believe the disability / health condition puts me at a substantial disadvantage because: 

I would like to be considered for an interview under the Guaranteed Interview Scheme.

Competition Ref:  Director of Commercial Services

Name: ……………………………………………

Location: ………………………………

Signature: ……………………………………….


Date: ……………………………………
Please note that abuse of the scheme may affect your suitability for appointment.
Salaries and Other Benefits

Package

The starting salary for this role will depend on the calibre and experience of the successful candidate but is expected to be circa £100K. A bonus will be payable depending on performance, within the normal SCS pay arrangements. The salary will be reviewed annually, beginning in April 2008. This appointment will be on normal Civil Service Terms and Conditions. Salary and terms of appointment for a serving Civil Servant would be within normal rules for appointment on level transfer or promotion. 

The 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.  

Future pay awards will normally be made in line with the current SCS performance-related pay arrangements. It is not possible to quote specific rates and increases in advance of the annual pay awards each April but in recent years pay increases have ranged from 0% to 7%. Increases depend on individual circumstances including your performance.  

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 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. As a guide, in recent years bonuses have ranged from 0% to 15%. They are non-consolidated payments which are paid in addition to base pay increases. 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 and corporate objectives and relative to all others in their Pay Band. 

Further Benefits  

Occupational Health Services, including counselling and eye care provision. 
Leave provision including: 
· Carers’ Leave 
· Paid and unpaid maternity leave 
· Flexible paid paternity leave 
· Flexible paid adoption leave

Pension

HMRC offers an excellent occupational pension scheme. For staff starting work on or after 30 July 2007, we offer the choice of either: 

· a high quality, index-linked defined benefit pension scheme that currently has a 3.5% member contribution rate. We also make contributions and meet the bulk of the cost of this scheme; or 

· a stakeholder pension with a contribution from ourselves. Our basic contribution is based on your age, and we pay this regardless of whether you choose to contribute anything. You do not have to contribute if you do not wish to but, if you do, we will also match your contributions up to an additional 3% of pay. 

Full details can be found on the Civil Service Pensions website at: www.civilservice-pensions.gov.uk. 

Leave

You will have an annual leave allowance of 30 days and in addition you will receive:

· Public holidays and additional privilege days off

· Maternity and paternity leave where appropriate 

Retirement Age

The retirement age for Senior Civil Servants is 65. 

Personal and Professional Development 

HMRC 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 

Terms of Appointment

An offer of appointment will be made once all candidates have been interviewed, and will be subject to satisfactory completion of eligibility checks. If you are offered an appointment you will receive a detailed summary of your main terms and conditions. 

Relocation expenses

You will have to pay your own relocation expenses, if any, when you are first appointed.  Where a residential move is required as a result of a departmental transfer during your career, a relocation package may be available.

How to Apply 

You should; 

· Send a covering letter detailing how you meet the person specification, 

· Your CV and;

· The equal opportunities form (and where relevant the Guaranteed Interview Scheme Form) to;

Email:  

andrew.timlin@hays.com
E-mail is preferred, but if this is not possible you may send your application by these alternative methods:  

Post: 

Andrew Timlin

Hays Executive

Charter House

13-15 Carteret Street, 

London 

SW1H 9DJ

Telephone: 020 7799 8620 

Fax: 020 7510 5081 

Closing Date: 17th March 2008

All applications will be acknowledged. If you have not received an acknowledgement within five working days please inform Hays on the number above.

Recruitment Process

Following an initial sifts of applications; candidates will be invited to attend a first interview with Hays Executive. This should occur around week commencing 24TH March 2008.  Following this interview, all candidates both successful and unsuccessful will be notified of the outcome of there application.  Successful candidates will be invited to the second and final interview conducted by stakeholders from the VOA, and chaired by the Chief Executive of the VOA, Andrew Hudson.

Between first and final interviews short listed candidates will meet with the main stakeholder for an informal conversation. 

Final interviews (conducted by the VOA take place around Weeks commencing 14th or 21st April 2008. Dates will be confirmed as soon as possible
Please inform Hays if you have any problems with the date mentioned above. 

The successful candidate will be expected to take up post as soon as possible. Dates correct at time of writing. 

Appendix A 

The Civil Service Code

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 Wales 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;

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

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.

4. 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.

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

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

7. 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.

8. 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.

9. 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.

10. 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.

11. Where a civil servant has reported a matter covered in paragraph 10 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
12. 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.  

Further information about the code can be found at:

www.cabinetoffice.gov.uk/propriety_and_ethics/fn
Key Deliverables


Understanding of the EIS needs of individual customer groups 


Standards for key communications/guidance products, evaluation criteria and process for measurement against the standard


Identification and scoping into delivery of quick wins


Interactive Customer Support


Agreed business case for EIS





1 x SO





Interactive Customer Support across HMRC scoped and initial ICS deliverables (planned Tax Credits & Child Benefit) delivered into Contact Centres





1 x G7
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