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Job Description and Person Specification


Last Updated
September 2026

Job Title
Regeneration Programme Officer – Local Regeneration Fund (Towns Fund)

Service Area
Regeneration and Culture

Grade
Grade 7

Reports to
Town Investment Programme and Partnerships Manager

Location
Muriel Matters House, Hastings

Purpose of the Job
To provide project and programme coordination and administrative support to the Local Regeneration Fund Programme (Towns Fund) team, working closely with the Town Investment Programme and Partnerships Manager to ensure project information, actions, decisions, documentation and reporting are effectively maintained, monitored and followed up in line with approved business cases, funding requirements, budgets, timescales and Council procedure.



Job Description
Main Responsibilities
· Coordinate and support the delivery of a portfolio of capital and regeneration projects through planning, procurement, delivery and handover phases.
· Maintain project controls including programmes, budgets, expenditure, risks, issues, dependencies, decisions, actions and change control processes, escalating concerns where appropriate.
· Assist project leads with procurement, commissioning and contract administration processes by coordinating information and maintaining records.
· Support programme and project governance arrangements, including project boards and Town Deal Board meetings, by arranging meetings, preparing agendas, circulating papers, taking minutes and tracking actions. 
· Support the day-to-day coordination and administration of the Local Regeneration Fund Programme (Towns Fund) and associated regeneration projects.
· Assist internal and external project leads and managers with programme delivery, ensuring actions, milestones, risks, issues and decisions are recorded and followed up.
· Maintain accurate programme documentation, including project plans, action logs, risk registers, decision records, progress updates and audit evidence.
· Assist with the preparation of reports, briefings, presentations and updates for officers, Members, boards, partners and funding bodies
· Work with the Finance and Monitoring Officer to help ensure budget, spend, outputs, outcomes and monitoring information is reflected accurately in programme reports and governance papers
· Act as a point of contact for programme enquiries, coordinating responses and liaising with council officers, partners, consultants, contractors, businesses and community stakeholders.
· Liaise with the Communications Officer to support agreed stakeholder engagement and communications activity relating to the Local Regeneration Fund Programme (Towns Fund).
· Help identify and escalate risks, issues, delays and dependencies through agreed programme governance arrangements.
· Work collaboratively with colleagues and partners to ensure the programme supports the Council’s regeneration and economic development objectives for Hastings.


· Ensure all duties are carried out in accordance with Council policies on equalities, diversity, health and safety, data protection and information governance.
· Undertake other duties appropriate to the grade and character of the post as reasonably required. 

General Responsibilities
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 



The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 
The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.
















Person Specification
Job Title
Regeneration Programme Officer – Local Regeneration Fund (Towns Fund)
Essential Requirements
Qualification
1. Relevant qualification, training or equivalent experience in regeneration, project coordination, economic development, public administration, planning, community development or a related discipline.
Experience
2. Experience of working within a project or programme environment and an understanding of project management principles.
3. Experience of supporting projects, programmes or service delivery in a regeneration, economic development, local government, community, planning, infrastructure or similar environment:
4. Experience supporting capital projects involving consultants, contractors or construction delivery activities.
5. Experience of maintaining project or programme documentation.
6. Experience of supporting meetings, boards, workshops or events.
7. Experience of working with internal and external stakeholders.
8. Experience of preparing written information such as reports, briefings, minutes, updates or correspondence.
9. Experience of working to deadlines and managing a varied workload.
10. Experience of coordinating information from a range of sources.
Knowledge
11. Understanding of project management methods, tools and documentation.
12. Awareness of capital project lifecycles including feasibility, design, procurement, construction and project close-out.
13. Awareness of regeneration, economic development, place-based investment or town centre improvement.
14. Awareness of publicly funded regeneration programmes, including the Local Regeneration Fund (Towns Fund) or similar funding streams.
15. Understanding of project monitoring, reporting, outputs, outcomes and evaluation requirements.
16. Awareness of governance, audit trails and compliance requirements for publicly funded projects.
17. Understanding of data protection, confidentiality and information management requirements.






Person Aptitude and Skills
18. Good communication skills, with the ability to liaise clearly and professionally with officers, Members, partners, consultants, contractors, businesses and community stakeholders.
19. Good organisational skills, with the ability to prioritise work, manage competing demands and meet deadlines.
20. Ability to produce accurate work to tight timescales.
21. Good IT skills, including Microsoft 365 applications such as Word, Excel, Outlook, Teams and PowerPoint, and willingness to use new digital tools where appropriate.
22. Ability to maintain effective records, filing systems and audit trails.
23. Ability to organise meetings, prepare agendas, take minutes and follow up actions.
24. Ability to help identify risks, issues and delays and escalate them appropriately.
25. Ability to work on own initiative while contributing effectively as part of a team.
26. Ability to work collaboratively with specialist colleagues, including finance, monitoring and communications officers.
Behavioural Approach 
27. Flexible
28. Able to work as part of a team.
29. Able to work under pressure.
30. Proactive and solution focused.
31. Organised and reliable.
32. Collaborative and partnership minded.
33. Politically aware and professional.
34. Committed to equality, diversity and inclusion.

Further behavioural information can be found in our Values & Behaviours Framework which is included in this pack.  Interviews will include competence-based questions, and our managers are appraised against the framework as part of our performance management process.
Circumstances
35. Able to attend occasional meetings in evenings and at weekends. 

DBS Check Requirements
This role does not require a DBS check.

Desirable Requirements
Experience
1. Local authority experience.
2. PRINCE2 Foundation or equivalent.
3. Experience of externally funded programmes.




4. Understanding of procurement and contract management.

Knowledge
5. Knowledge of Hastings and the economic, social, cultural and environmental issues affecting the town.
6. Awareness of public sector procurement and contract administration processes.
7. Awareness of regeneration policy, place-making, town centre renewal, public realm improvements or green infrastructure.
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