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Job Description

Job Title:


Bishopwearmouth Townscape Heritage Project Officer
Salary Grade:

8
SCP:



37-41
Job Family:


Organisational Support   
Job Profile:


OS4
Directorate:


Economy and Place 
Job Ref No:

Work Environment:
Office based 
Reports to:


Conservation Team Leader  
Number of Reports:
N/A
Purpose:
To manage the Round 2 Bishopwearmouth Townscape Heritage application to HLF, and upon approval of the Round 2 application to organise and manage the setting up and delivery of the Townscape Heritage scheme. To include successful delivery of a range of projects including grants to property owners and tenants for works to their properties, public realm improvements, and complementary promotional, educational, training and interpretation activities and initiatives.

KEY RESPONSIBILITIES:

 Project Development, Management and Delivery, Engagement and Training

· To lead and co-ordinate the preparation of the Round 2 Townscape Heritage (TH) application to HLF within agreed timescales, including the administration and management of the TH project development phase budget and the procuring and managing of all necessary consultants and services required to enable the application to be completed.

· To set-up the TH grant scheme, including preparation of grant application forms, contracts, consultation arrangements, budget management systems and all other documentation, promotional materials and internet and social-media based outputs to enable the TH scheme to operate.

· To develop and administer the TH scheme, including financial control of projects and preparation of quarterly returns and progress reports in accordance with the Council’s and HLF’s financial regulations and liaising with HLF, Historic England and all other agencies and partners as appropriate.

· To promote the TH scheme to existing and prospective property owners and occupiers in the area, including advising and assisting potential grant applicants in the preparation of schemes for property improvement.

· To negotiate the content and quality of application for grant assistance, and process such applications through the Council’s assessment procedures making recommendations for awards of grants.

· To negotiate with colleagues, partners and other organisations as appropriate for improvements to Town Park and potentially other areas of public realm, and seek all necessary approvals and co-ordinate project delivery. 

· To involve and liaise with community and business groups and representatives of the general public as an integral part of the development and delivery of the TH scheme. To organise or co-ordinate educational, training and interpretation activities within the TH area, including the organising and participating in public meetings, events and exhibitions, and the preparation of publicity and interpretative material as appropriate.

· To procure, appoint and work with consultants as appropriate to ensure delivery of the TH scheme’s aims and objectives. 

· To liaise and work with the Council’s Conservation Team and, where relevant Historic England, to ensure that all projects are delivered to the highest conservation and design standards in accordance with best practice.

· To promote initiatives for the on-going management and maintenance of the area, including liaising with other Council officers and services, other agencies and organisations as appropriate, property owners and occupiers, to ensure the outcomes of the TH are sustained into the future. 

Finance, Budgets and Monitoring

· To administer and manage project spend from the TH fund for both the Development and Delivery phases, including grant allocations. To prepare and submit quarterly returns and grant claims to HLF and maintain suitable records for audit purposes, liaising with the Council’s financial and administrative functions.

· To establish and implement effective budget and information management and monitoring systems to fulfil the requirements of the Council and HLF, to ensure the expenditure, outcomes and targets of the TH are achieved and can be monitored and evaluated.

Publicity

· To publicise and promote the TH scheme specifically, the historic environment of Bishopwearmouth and its role in the regeneration of the Minster Quarter of the City Centre. To include collaboration, liaison and consultation with other Council officers and services, partners and the local community to provide a co-ordinated approach to the delivery of the TH and the area’s regeneration.

General
· Abide by Council’s procedures and policies.

· Promote the Council and Heritage Lottery Fund wherever possible.

· Attend and present at committees, meetings and other forums.
· Undertake additional duties commensurate with the post as may reasonably be requested from time to time.
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