OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	[bookmark: _Hlk92360357]Project Support Officer– Holiday Activity and Food Programme (HAF)


	Directorate:  
	Reform and Communities
	Division/Section: 

	Youth Services

	Grade:  

	6
	JE Reference:
	9954




	Job Purpose: 
To support the coordination of the delivery of the Holiday Activities and Food programme for Oldham.
To contribute to a cross sectoral boroughwide partnership to develop relationships which ensure the delivery of a high-quality programme by providing operational support to partners to engage in the programme. 



		Key Tasks





	1. To contribute to the design, directing and delivery of all aspects of the Holiday Activities and Food programme ensuring that it meets the DfE national programme standards.

2. To work with the Programme Manager - HAF on the implementation of a local plan for provision, based on local supply and demand and mapping the holiday provision to ensure; that holiday provision exists, is supporting the areas of greatest need and there is sufficient, adequate provision is available across areas for children with SEND/additional needs.

3. To support and contribute to the delivery of cross sectoral boroughwide partnership steering group.

4. To provide advice, guidance and direction to key stakeholders and delivery partners (internal and external) on delivery of the HAF programme

5. To build and deliver a support and training package for delivery partners across Oldham that ensures the activities provided meet the National programme standards

6. To develop and lead delivery of effective methods of engagement with children, young people and families to maximise participation within the HAF programme

7. To deliver consultation and engagement activities with HAF programme providers on programme delivery and development

8. To work with the programme manager on the commissioning (via an effective grant based process) of existing and new providers of HAF activities in liaison with Commissioning specialists within Oldham Council, in particular ensuring the promotion of opportunities for providers to be involved in the programme through high quality outreach and communications mechanisms

9. To attend meetings locally, regionally and nationally as required by the DfE and HAF programme requirements

10. To work with the Programme manager on the implementation and development of a comprehensive communications and marketing plan ensuring the programme is attractive and accessible to children, young people and families.

11. To maintain a web-based booking system for the HAF programme activities that is accessible to Oldham children, young people and families

12. To develop and maintain strong working partnerships that links the HAF programme with other established programmes delivered in Oldham to support the outcomes for children and young people

13. To support the programme manager in ensuring the provision for children and young people adheres to policies, practice and procedures including Financial regulations, Safeguarding, Health and Safety requirements

14. To undertake regular quality assurance and assessment visits to HAF programme providers during the lifespan of the activities.


Standard Duties:


	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, ICT, finance and health and safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.






	Contacts:
Colleagues across the council, Elected Members, children, young people and their families, members of the public, key partners including schools, voluntary organisations, regional and national governing bodies, Department for Education colleagues



	Relationship To Other Posts in The Department:


	Responsible to:  

	Programme Manager – (HAF)

	Responsible for:
	Sessional staff, volunteers

	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:
· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.
· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.
· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.
· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.
· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.
· Respect - We recognise and welcome different views and treat each other with dignity and respect.
Democracy - We believe and act within the principles of democracy and promote these across the borough. 


	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.




	Special Conditions:

DBS Disclosure
Car User Allowance
Working over HAF delivery periods, inc Easter, Summer, Oct half term & Christmas school holidays.





	
	DATE
	NAME
	POST TITLE

	Prepared
	Jan 2022
	Jodie Barber 
	Assistant Director, Youth and Communities 

	Reviewed
	Feb 2026
	Carrie-Ann Varey 
	Programme Manager, Holiday Activities and Food Programme

	Reviewed
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PERSON SPECIFICATION

Job Title:  Programme Support Officer – Holiday Activity and Food Programme (HAF)

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Appropriate degree, professional qualifications, or equivalent experience


Evidence of continuing professional development within children and young people’s services
	Youth And Community Work qualification
	AF/C
.


AF/C/I

	
Experience

	Experience of working with a broad range of stakeholders and building positive relationships to influence decision makers and positively promoting the organisations reputation.

Experience of design and delivery of activity programmes for children and young people ( including a programmes that engage a diverse range of children and young people)

Experience of organising and  delivering training to internal and external audiences

Experience of planning, monitoring and evaluation project work

Experience of working with Children and young people to increase participation in activities and projects

Experience of developing and implementing quality standards, as well as assessing their performance


	
Experience of line management of staff and volunteers
	
AF/I





AF/I





AF/I



AF/I


AF/I



AF/I



AF/I


	
Skills & Abilities

	Ability to work flexibly across and with a range of services and disciplines

Ability to work as a team and on own initiative, determining priorities and meeting important deadlines over the short, medium and long term

Excellent verbal and written communication skills, including the ability to explain complex information clearly and concisely in a manner appropriate to the audience.

Proven communication and Influencing skills including communication skills to convey information and engage others through a range of styles appropriate to the intended audience

Excellent ITC skills including MS office, excel, specialist software packages and Social media

Organisational skills to prioritise own workload under pressure to meet potentially conflicting deadlines

Ability to motivate others, delegate work, set deadlines and complete work to the required quality standards.

Ability to analyse and interpret quantitative and qualitative data and retrieve information to meet programme and project reporting needs.

Ability to operate successfully within political, corporate and financial constraints
	

	AF/I


AF/I



AF/I




AF/I





AF/I



AF/I


AF/I



AF/I




      AF/I

	
Knowledge

	Knowledge of Holiday activity and food programmes principles and requirements 

Knowledge of project planning practices including monitoring and evaluation

Knowledge of Children and young people activity programmes design and delivery and how these improve outcomes for young people

Knowledge of relevant policies and procedures within Children and young peoples services including Safeguarding

An understanding and knowledge of the workings of local and central government including its legal, financial, social and political context.

Knowledge and understanding of the politically sensitive environment in which local authorities operate and particularly the role of locally elected politicians
	Excellent overall knowledge of the Council, its functions, structures and governance



	AF/I



AF/I



AF/I




AF/I




AF/I




AF/I






	
Work Circumstances

	Able to travel to different sites across the Borough

Able to work flexibly to meet the demands of the service (including school holidays, evenings & weekends as necessary)
	
	I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
P = Presentation; R = References; Po = Portfolio

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.
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