


JOB DESCRIPTION


JOB SPECIFICATION 

JOB TITLE:			Programme Management Support Officer

DIRECTORATE:		Chief Executive 

UNIT:				Policy & Partnerships 

GRADE:			10

RESPONSIBLE TO:		Corporate Strategy Manager 

RESPONSIBLE FOR:	No direct reports


FIXED TERM CONTRACT TO 31 MARCH 2028

MAIN PURPOSE OF JOB:

The role holder will provide administrative support to the Programme Management function within the Policy and Partnerships team with a particular focus on supporting the Corporate Strategy Manager and Corporate Project Officer to roll out project management practices across the organisation.   

The role holder will work closely with the Corporate Strategy Manager and the Corporate Project Officer to develop the corporate performance report for the Strategic Board and then for Cabinet, which will include updates from key projects and a wider range of key performance indicators. 

The role holder will provide some administrative support to the wider Policy and Partnerships team and specifically the Assistant Director for Policy and Partnerships as required and in conjunction with the Partnership Support Officer.  

MAIN DUTIES:

1. Organise, administer and minute meetings as relevant to the implementation of the Programme Management Function, specifically the Programme Board and Strategic Board. 

2. Work with the Corporate Project Officer to design and roll out standardised processes for project management in key delivery areas across the authority.  

3. Work with the Corporate Project Officer to design methods for data collection and presentation of information from project managers to both the Programme Board and Strategic Board.

4. Work with the Corporate Project Officer to establish systems to store records in relation to the Programme Management Function and work to maintain those records. 

5. Work with the Corporate Project Officer to establish a local Project Managers Forum, to support project managers from across the organisation

6. With the support of the Corporate Strategy Manager, collect the full range of performance data from service areas, assume administrative responsibility for the Pentana Risk software used to collect and report that data.  

7. Work with the Assistant Director Policy and Partnership, providing administrative support for meetings and diary management as required. 

8. Safeguard children, young people and adults at risk and make referrals to the appropriate agency.

NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with their grade and capabilities.
This list of duties will be reviewed with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
Application
Interview
Test
Documentation

	Qualifications & Training
	5 GCSEs (or equivalent) including Maths and English and/or a relevant BTEC qualification. 

	E


	A, D

	Experience

	Administrative experience in a complex business organisation.

Working with Senior Management.

Experience of working in a Local Government environment.
	E


E

D


	A, I


A, I

A, I

	Knowledge

	Knowledge of project management principles.

Knowledge of local government or public sector organisations.

Awareness of Political and Democratic context in which the Council operates.

	D


D


D

	A, I


A, I


A, I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery.
· Strives to continuously exceed customer expectations.

Outcome Driven
· Plans and prioritises time and workload to meet statutory and organisational deadlines.

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results.

Problem Solving & Decision Making
· Takes ownership of problems.
· Demonstrates initiative and uses good judgment.
· Identifies potential problems, finds solutions and escalates issues appropriately.

Change & Adaptability
· Takes a positive attitude to change.
· Enables change to happen with minimal impact on service.
· Encourages others to embrace and contribute positively to change.

	E





E




E










E







E





	A, I





A, I




A, I










A,I







A,I



	Skills & Abilities
	Communication
· Strong interpersonal skills, and is able to liaise effectively with relevant contacts at all levels.
· Excellent verbal and written communications skills required to devise and deliver presentations to relevant contacts.

Team Working
· Builds effective, supportive working relationships within a team environment.
· Demonstrates a flexible approach to work.
· Contributes positively within a team environment.
· Shares skills, experience and knowledge to develop other team members.
· Learns from and assists other team members.

Quality of Work
· Produces high quality oral and written work with good attention to detail.
· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing.
· Deals effectively with routine enquiries and issues including reports to Members, Senior Officers etc.

IT/Technical Skills
· Demonstrable keyboard skills and working knowledge of spreadsheet, word processor and database applications.
· Demonstrable financial skills.

Organisational Skills
· Prioritises workload and manages resources effectively to meet expectations. 
· Works effectively under pressure.
· Works pro-actively, using own initiative.
· Copes unsupervised in meetings.

	E








E













E











E






E






	I








A, I













A, I, 











A, I, 






I





	Other Requirements
	· Able to occasionally work outside normal working hours.
· Presents a neat and tidy appearance.
	E

D

	A, D, I 

A



COMPLEXITY AND CREATIVITY

To support the implementation and integration of the new Programme Management and Corporate Strategy function within the Policy and Partnerships Team the post holder must work pro-actively with a wide range of officers from all levels across the Council.   

The post holder will need to be organised and have excellent record keeping skills when maintaining files and data for multiple projects from across the organisation. 
 
They must be comfortable in dealing with quantitative data, collating and presenting data within agreed formats, ensuring accuracy in reporting. 

The post holder must have the ability and flexibility to deal with different projects concurrently, often under the pressure of meeting tight deadlines. They must communicate effectively at all levels across the Council at both officer and elected Member level. The post holder will need to balance a varied workload, managing the different skills required for the development of this new area of work.

JUDGEMENT AND DECISIONS

The post holder must be able to use their own initiative when handling enquiries , exercising tact and diplomacy in challenging situations and being aware of Council policies and local authority protocol.

The post holder need good time management skills and use their judgement to prioritise workloads. They must adapt to the service that is being delivered and have the necessary skills and judgement to understand when to escalate decisions to more senior level.

The post holder will deal with a very broad range of enquiries and will require the ability to absorb and interpret information from a range of different services. This role will require engagement at all levels within the organisation requiring skills in diplomacy and communication. 

Some of the information handled may be confidential and this will require the ability to understand where this is the case and exercise discretion as needed.  

CONTACTS (INTERNAL 90%   EXTERNAL 10%)

Internal: Officers at all levels within the organisation, elected members.

External: Partners from external organisations. 
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