
Role profile
Policy and Project Support Officer 
· Grade: 6
· Business area: GM Digital
· Job title: Policy and project support officer
· Reporting line: Policy Manager
· Team: Policy and Strategy 
Job Purpose
The Digital Directorate
The Digital Directorate is responsible for supporting the delivery of the GMCA’s Digital agenda. Its work spans strategy, policy, project and operational delivery.  

The Digital Policy team is responsible for overall digital strategy and policy for Greater Manchester, supporting delivery of the GM Digital Blueprint, our 3 year strategy for delivering on our ambition to be recognised as a world-leading digital city-region, and the Connected People and Places workstream of the Greater Manchester Strategy.  

Policy Support Officer Role
This role provides support to the Digital Policy Team across several priorities including:  Digitally Empowering People and Communities; Building Responsible Data Driven Public Services; Enabling a Digital Economy; Creating Connected Places and positioning GM as a Global Digital Influencer. This is an outward facing and fast-paced role contributing to the delivery of a high-profile GM policy ambition.

How the Team Works
The team works collaboratively across the CA, in particular with other policy directorates such as Work, Skills & Employment, and Economy, Research & Strategy. We provide advice and support to the Mayor of GM, GM Portfolio lead for Digital and CA senior leaders.  

The team is embedded in GM’s digital ecosystem of businesses, entrepreneurs, government, universities, and voluntary and community organisations.
Key working relationships
The role works with key strategic partners at local, national and international levels including:

· GMCA Senior and Extended Management Teams 
· Greater Manchester’s ten Local Authorities 
· Government
· Industry, academic and voluntary partners
Key Responsibilities
· Gathering evidence that supports action relating to digital policy priorities aligned with the GM Digital Blueprint 
· Supporting development of a measurement and evaluation frameworks to assess progress against the ambitions set out in the GM Digital Blueprint.
· Providing administration support for key meetings such as the GM Digital Inclusion Taskforce and Digital Infrastructure Advisory Group, including arranging meetings, supporting managers with agenda preparation and papers as necessary, support with meeting logistics and facilitation, minute and action taking.
· Working with the Communications team to support external communications activity relating to digital policy priorities, including managing channels of communication such as Slack.
· Updating progress reporting documents that are used internally in the GMCA and externally with stakeholders to support delivery monitoring and governance decision making.
· Supporting development of funding bids, in line with the GM Digital Blueprint and the Greater Manchester Strategy
Knowledge, Skills, and Experience
· Communication: Ability to communicate effectively with a range of different stakeholders in person and in writing, tailoring style and content to the needs and understanding of the intended audience. Able to translate inputs from different stakeholders into useable information and action to drive the agenda forward.

· Planning and Organising: Ability to organise own time independently and effectively, creating own work schedules, prioritising, preparing in advance and setting realistic timescales for own self and others.  Has the ability to visualise a sequence of actions needed to achieve a specific goal and how to estimate the resources required.

· Analytical Skills:  Application of strong analytical reasoning skills and intellectual focus, taking in the wider external and internal environments and proactively thinks through problems rather than reactively following a procedure-driven approach.

· Problem Solving and Decision Making:  Strong decision-making skills and the ability to resolve issues in a pressurised and/or ambiguous environment. Prepared to challenge the status quo to bring about improvements. Acts collaboratively, drawing on a range of insights and stakeholders to reach the right solution.

· Creative Skills: Ability to find creative solutions where there are no existing parameters or procedural framework.

· Personal style: Ability to understand, demonstrate and apply GMCA values. Have a personal commitment to continuous self-development and personal improvement. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.
Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
