BRIGHTON & HOVE CITY COUNCIL
JOB DESCRIPTION

	Job Title:

	Project and Support Officer 

	Reports to:

	Partnership and Strategy Officer

	Service:
	Safer Communities 

	Directorate: 
	Housing, Neighbourhoods and Communities 


Purpose of the Job

To assist the Department with the successful implementation of allocated projects by providing comprehensive project support. Maintain the systems and processes used to support and monitor the project, ensuring it is delivered to agreed timescales and within budget. 
	
	.

	
	


Principal Accountabilities

1. Support and co-ordinate the development and implementation of allocated projects ensuring that the projects meet the needs of service users and conforms to the design brief.

2. Maintain Project Management procedures, and associated documentation templates including:

· Maintain systems to plan, track, monitor and report on the Project

· Develop and maintain a library of project information

· hold master copies of all project information

3. Identify and report on possible areas of risk to successful implementation of the project and work with stakeholders to formulate mitigation strategies.

4. To act as a first contact for the project, forwarding and collating work to and from relevant staff to provide a quality service through a variety of communication media giving information from the service, responding to individual or organisational enquiries by telephone, letter, e-mail or in person and to provide this within the agreed time scales. 
5. Provide guidance on Project governance, procedures, documentation and systems, and monitor completion of required documentation.

6. To assist in developing the communication strategy for allocated projects and verify that project communications comply with internal communication standards. This will include managing the interface between a wide range of stakeholders in the delivery of projects. 

7. To research and write original material, including compiling appropriate reports for senior managers and project managers, analysing data from a range of sources and provide management information that supports evidence based decision making. 

8. Ensure that appropriate systems and procedures are in place to support delivery of projects. 

9. Co-ordinate the preparation work for Project events and meetings, where appropriate e.g. arrange workshops, distributing invites and agenda/discussion documents, taking minutes and arranging venues.

10. Engage service users and their families regarding sensitive and emotive topics in support of project research and/or delivery
 Generic Duties and Responsibilities 

To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection and health and safety.
To adhere to security controls and requirements as mandated by the Councils policies, procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems. 
To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected. 
To understand the Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the role within the council. 

Equalities

To work within and actively promote the City Council’s Equality & Inclusion Policy in relation to service delivery and staff management.

Health & Safety

You must be prepared to be responsible for complying with legislation relating to such works as are within your direct responsibility.

General

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Project and Support Officer 

	Reports to:

	Partnership and Strategy Officer 

	Service:
	Safer Communities 

	Department:
	City Services


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to NVQ level 3 or equivalent experience 

· Working knowledge of project management methods.

· Sound understanding of the Public sector 
· An understanding of domestic violence and abuse in women and girls and relevant Acts 


	Experience
	· Experience of programme/project management support

· Representation at and organisation of meetings and events

· Good experience of writing, preparing and editing reports.


	Skills and Abilities
	· Strong organisational skills.

· Excellent written and verbal communication skills.

· Ability to influence without authority and support change

· Offer credible information and advice 

· Excellent negotiation skills

· Good analytical skills and ability to interpret data.

· Ability to present complex information clearly verbally and in writing in a variety of formats in a wide range of settings, including preparation and presentation of reports to a wide range of stakeholders. 

· Ability to monitor budgets effectively

· MS Project and Visio skills.
· Ability to effectively manage, prioritise and organise workload, and work under pressure to meet competing deadlines.

· Able to work on own initiative without close supervision



	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equality & Inclusion Policy.




PAGE  
6

