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OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	Project/Programme Support Officer

	Directorate:  
	
	Division/Section: 

	

	Grade:  

	Grade 5
	JE Reference:
	PROb



	Job Purpose:

To provide project and organisational support to the Assistant Director, analysing and interpreting different data to use in project planning and delivery, plus undertaking co-ordinating and monitoring activities relating to the work of the Statutory Inquiry into Grooming Gangs.  This could be across more than one project or programme.




	General Project Tasks:

	
1.
	
Contribute to the creation and upkeep of a range of project documentation and reports, and ensure where possible, that they are accurate and up to date, including monitoring version control.


	2.
	Tracking and reporting on risks and issues connected with the project, as written in the associated project documentation, and escalate issues as required.


	3.
	Monitor project timescales, record the achievement of project milestones, issue reminders to prompt others when the agreed actions are pending/ overdue, and escalate delays as appropriate.


	4.
	Contribute to project communication activities, for example, contributing to and preparing documents and materials for briefings, presentations and training.


	5.
	Be the point of contact for the project team, giving information and advice connected to the project as requested, and directing queries/requests to the appropriate member of the project team as required. 


	6.
	Undertake a range of activities connected to data and information required at all stages of the project including research, collation, cleansing, auditing, processing, analysing and interpretation, where the data could require investigation and the information could be interpreted in different ways.  


	7.
	Support with financial processing activities connected to the project, for example, ordering of goods and services, monitoring budget spend and producing straightforward financial information.


	8.
	Support change management activities so outcomes of the project are embedded in new working practices, where applicable, for example, collating flowcharts or process maps, or offering assistance to others during the transition period via email or telephone.


	9.
	Contribute to project review, closure and evaluation activities, such as monitoring project performance indicators, identifying and measuring benefits realised, and supporting the completion of project evaluation documents. 


	10.
	Undertake any associated administrative duties as required, including organising servicing and participating in any project related meetings or events, including agendas, minutes and any additional supporting paperwork that may be required.


	11.
	Oversee the work of business support allocated to the project, including giving instructions and checking work has been completed to set deadlines and required quality standards.





	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, finance, ICT, safeguarding and health & 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 with own team, and the rest of the Council, internal and external customers including the public, partner organisations, for example; the NHS or First Choice Homes Oldham.




	Relationship To Other Posts In The Department:


	Responsible to:  

	Project Manager

	Responsible for:
	Not applicable



	Special Conditions:

None




	Values and Behaviours:


	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.





	
	DATE
	NAME
	POST TITLE

	Prepared
	February 2017
	Corrina Sutton
	Reward & Recognition Strategic Lead

	Reviewed
	
	
	

	Reviewed
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PERSON SPECIFICATION

Job Title:  Project/Programme Support Officer

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	
Literacy and numeracy sufficient to undertake the tasks and duties of the role

	
Prince 2 Foundation Certificate 
(bring to interview if achieved)
	
AF / I

	
Experience

	
Experience of undertaking a range of co-ordination and monitoring activities to support others to successfully deliver projects and/or programmes of work

Experience of researching, collating, processing and analysing information/data of potentially complex data sets to support project planning and delivery activities

Experience of giving advice and guidance tailored to the situation and appropriate to the relevant audience

Experience of ordering goods and services, the payment of invoices and following financial policies and procedures to undertake financial processing activities

Experience of maintaining and updating a variety of systems including spreadsheets and databases

	
Experience of giving instructions to others and checking work for completion to deadlines at the required quality standards
	
AF / I





AF / I





AF / I



AF / I





AF / I

	
Skills & Abilities

	
Interpersonal skills to establish and maintain professional relationships with others at all levels within the organisation to encourage and persuade other to engage with progressing the objectives of the project

Communication skills to write straightforward reports and other documentation appropriate to the intended audience

Organisational skills to prioritise own workload taking into account potentially conflicting deadlines

Teamwork skills to support and encourage other team members to achieve common goals to the required quality standards

Initiative to respond to unanticipated problems which may be outside of current procedures, where decisions could be made without reference to a line manager

Able to concentrate, be methodical and have attention to detail over tasks relating to data and reports
 
	

	
AF / I







AF / I




AF / I



AF / I




AF / I





AF / I



	
Knowledge

	
Understanding of the project support requirements that could be undertaken at different stages over the project lifestyle

Awareness of the background, context and subject matter of the project
	








	
AF / I




AF / I




	
Work Circumstances

	
Able to work flexibly to meet the needs of the service including at different locations
	
	
Interview






Abbreviations: AF = Application Form; I = Interview; T = Test; P = Presentation; R = References;

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.

image1.wmf

image2.wmf

