
		
Greater Manchester Combined Authority
Role Profile

	Job Title:
	IDG Project Support Officer
	Date:
	30/07/2026

	Reporting Line:
	Change Programme Manager
	Job Level:
	Grade 6 £34,434 - £38,220

	Department:
	Information and Data Governance (IDG)
	Business Area:
	Legal and Governance



	JOB PURPOSE

	The Project Support Officer will provide a comprehensive, effective, and efficient support service to the Change Programme and Change Project Management professionals within the Information and Data Governance team. In doing so, you will support the delivery of projects ranging from organisational improvement to GM wide system enabling initiatives. 

You will be joining a shared service that supports the Greater Manchester Combined Authority, Greater Manchester Fire and Rescue Service and Transport for Greater Manchester. As such, this is an exciting opportunity to join a cross functional team that is delivering projects across multiple organisations, and a city region in a complex political environment. 

We are looking for an individual who can take ownership for key tasks and provide a consistent level of support to the IDG Change Function. This role will undertake assigned duties as required by the Change Programme. The key to success in the role will be bringing a positive attitude, attention to detail and an organised approach. This will enable the Change Programme to deliver projects consistently and to a high a standard. 






	KEY RELATIONSHIPS 

	· Work with key stakeholders and partners at local and GM levels including:
· The GMCA and TfGM Information and Data Governance shared service
· Colleagues in the GMCA and TfGM
· Internal and external customer groups and strategic partners
· Charity, faith and social enterprise organisations 
· Third party providers of systems and solutions
· Colleagues in Greater Manchester’s wider public sector 
· Residents and resident groups
· Relevant government departments and national agencies.




	KEY RESPONSIBILITIES 

	· Support the IDG Change Function by performing key administrative tasks that support programme and project delivery. 
· Taking ownership of project support related tasks such as creating and monitoring the structure of projects. 
· Assist the management of stakeholders by maintaining a positive, professional approach in your communications and interactions.
· Schedule programme and project related meetings, workshops and events, liaising with key stakeholders to monitor attendance and taking notes/minutes.
· Assist with comms and engagement activities such as the collation of content for the GM Information Strategy newsletter and maintaining the IDG intranet sites across GMCA and TfGM.
· Deputise for Project Managers at project meetings and events as required, and report back accordingly.
· Support the Project Managers by monitoring key tasks and deadlines, following up with task owners and highlighting when milestones may be at risk. 
· Take an active role in benefits realisation by monitoring project benefits after they have transitioned to business as usual. 
· Ensure best practice and any change to guidance is incorporated into standard forms and is reflected in procedures and guidance documents.
· To support project procurement activities by raising purchase orders and ensuring payments are made in a timely fashion.
· To support the drafting and preparation of reports, presentations, and communications material for a range of GM stakeholders, tailored appropriately for the audience.
· To undertake any other duties commensurate with the grade of the post.


	 KNOWLEDGE, SKILLS AND EXPERIENCE

	Knowledge & Experience
Essential:
· Demonstration of relevant project support work experience. 
· Knowledge of project methodologies e.g. Prince2, Agile etc.
· Knowledge of project management documents and tools e.g. Microsoft Planner or Microsoft Project, Project Documentation, Risk Registers etc.
· Experience in administrative activities providing consistent and high-quality outputs in the role.
· Experience of producing reports, briefing papers and presentations.
· Experience of managing multiple tasks and prioritising workload to manage expectations. 
Desirable:
· Qualifications relevant to the post which support either administrative support work or project delivery  
· Experience of operating across multiple organisations or in a complex political environment
· Experience of working with a range of stakeholders to deliver a project’s vision and goals
· Experience or knowledge of Information Governance and Data Protection


Skills & Behaviour
· Excellent time management and organisational skills, 
· Ability to prioritise to meet stakeholder and business needs.
· Attention to detail.
· A positive outlook and flexible approach 
· High professional standards 
· Planning and task management skills.
· Proactive team player who is self-motivated.
· Deadline-driven.
· Ability to produce high quality work to tight deadlines.
· Proficiency with Microsoft Office 365.
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