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Job Description and Person Specification Profile

	Job Title
	Greater Manchester Business Compliance Support Project Officer

	Job ID
	N04

	Service
	Public Protection

	Grade
	F

	Reporting to
	Business Compliance Support Programme Manager



	The Role

	We are looking for an enthusiastic and motivated Project Officer to support the work of Greater Manchester’s Business Compliance Support service. 
This role involves developing and implementing the processes and systems required within Greater Manchester Business Compliance Support, assisting and supporting the Business Compliance Trainees and Business Compliance Support Programme Manager with the delivery of the service. The postholder will oversee communications and marketing for the service.

Main Duties and Responsibilities include:

· Effectively undertake any administrative functions associated with the service, including the receiving and processing of payments to and from the ten Greater Manchester local authorities and the payment of funding. 

· To develop, organise and manage processes and systems within the service including 

· To assist and support officers and managers in the effective delivery of the Greater Manchester Business Compliance Support service in accordance with the policies and guidelines as agreed by the Council and with regard to current legislation.. 

· To maintain appropriate records, both manual and electronic, in relation to the function of the service.

· To prepare reports, letters, statements and collate information, including performance management data and statistical information relating to the service.

· To liaise as required with officers of the Council and any external agencies, including trade associations, businesses, business support organisations, other local authorities and individuals.

· To be aware of and apply current legislation relevant to the work of the unit and to execute personally such investigations, interviews or other visits as may be required and at such times as may be required.

· To attend training and development as may be required, both as a trainee or trainer.  

· To ensure that the highest standards of customer care are maintained in all aspects of service delivery.

· To carry out any duties that are commensurate within the nature of the post and its level of responsibility.

· To attend meetings, including providing information to service managers and senior management, record minutes and report outcomes to the service manager.

· To support and assist in the management and development of IT systems.
· To participate in the formulation of the service’s policies, procedures and strategies.

· To deputise for the Programme Manager, where required and appropriate.

· To support the development and delivery of a communications strategy for Greater Manchester Business Compliance Support.

· To support communications initiatives, scoping and report writing, communications materials and other and supporting materials.

· To manage the communications budget and receive and process payments. 

· To manage the organisation’s social media accounts in an engaging, responsible and intelligence driven way.

· To support the analysis and evaluation of the effectiveness of communication initiatives, amending and developing policy and practice as required to improve the approach.

· To implement software systems to support the development of an effective communications service.

· To work within a wider team in driving forward excellent communications and engagement.

· To support the development and dissemination of key publications and platforms.

· To support the effective branding and marketing of Greater Manchester Business Compliance Support.


The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Educated to degree level or equivalent in relevant subject
Your essential skills, knowledge and experience

· Proficiency in using digital communication tools and platforms (e.g., social media, content management systems and design systems)
· Strong project management skills with the ability to handle multiple deadlines and work under pressure
· Experience at entry level in clerical or administration duties
· Competent in the use of IT software including Microsoft packages
· Be able to work proactively towards achieving job objectives
· Excellent written and verbal communication skills, including strong editing and proofreading abilities
· Strong interpersonal skills and the ability to work collaboratively with diverse teams
· Ability to prioritise and work to deadlines
· Ability to work with minimum supervision
· Ability to deal effectively with work pressure and confrontation
· Receptive to new ideas, willing to change working methods and arrangements
· Full driving licence and access to a vehicle for work purposes

If you have the following experience or qualifications – then that’s great!

· Awareness of key legislative requirements in respect of Local Authority regulatory procedures
· Additional skills in graphic design, photography, or videography
· Ability to develop and implement innovative campaigns and communication strategies
· Understanding of social media analytics and digital marketing metrics
· Project officer experience



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
[image: ]
4
image1.jpeg
We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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