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	For HRU use only
	Ref: 3336


	Service Area
	Business and Economic Development

	Post Title
	Project Support Officer

	Permanent/Temp
	Permanent

	Grade
	7

	Responsible to
	Senior Manager – Regeneration / Business & Enterprise

	Job Purpose

	To support the development and implementation of the Business and Economic Development Service Plan. To manage the operation and delivery of support services across the service area. The management of resources including the responsibility for financial processing as required in accordance with the Council’s financial regulations


	Job Content

	· To work with the Senior Managers for Regeneration and Business & Enterprise with responsibility for the organisation and provision of clerical, technical and administrative support for key strategic board meetings directly linked to the service area. This will include taking a lead role in the development and maintenance of management information systems / office systems, producing and responding to complex correspondence.

· Take a lead role in planning, development, design, organisation and monitoring of support systems, procedures and policies specific to the Business and Economic Development service area.  

· To contribute to the development and design of Corporate systems, procedures and policies in relation to administrative processes.

· To develop work specifications and where necessary take the lead on the contract procurement process, in accordance with the Council’s standing order/procurement process and procedures.  

· To lead on the implementation of new ICT systems and procedures for the service area.



	· To assist with the management and monitoring of budgets and to undertake the following financial duties; handling and reconciliation of petty cash or other amounts of cash, cheque, debit card payments and expenditure, processing orders, invoices (incoming and outgoing), processing creditor payments and raising debtors accounts 

· Operate, demonstrate and deliver training on relevant ICT software packages e.g. word processing packages, databases, spreadsheets, specialist software to support programme and project delivery across the service area.
· Liaison with service users, technical experts, and various Government bodies as necessary in relation to economic development matters.
· Responsibility for the coordination of complex technical administrative procedures, systems and procedures e.g. developing systems and procedures specifically in relation to planning and regulatory services, HR, Finance, Payroll etc 

· Interpret matters of policy/procedure/statute to ensure the service area’s compliance and initiate appropriate action arising.

· To be responsible for the completion and submission of complex monitoring forms, returns etc, including those to external bodies.
· To coordinate all responses to Members Enquiries, FOI requests and other formal requests for information on behalf of the service area
· Any other duties commensurate with the post.



	Performance standards

	· Able to work co-operatively as a team member. 

· To undertake day-to-day project work.

· To maintain regular and accurate project notes and prepare professional and accurate minutes/reports. 

· Proficient in use of ICT for record keeping and report writing.
· To respond to all Members Enquiries and FOI requests within the appropriate time periods


	Working conditions

	· Based at Quadrant East 

· Flexible working hours

· May be required to work outside of normal office hours.



PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	A clear understanding of effective support for service delivery 

Ability to organise, present and where appropriate analyse information utilising word-processing, spreadsheet, database and presentation packages.

Proven interpersonal and communication skills (verbal and written)

Ability to relate articulately and confidently with all internal and external service users to the Council

Ability to work effectively and creatively in a corporate environment


	Local Government knowledge and experience.

Good interpersonal and communication skills, understanding of financial monitoring and ability to develop systems.

Knowledge and experience of supporting projects in a business environment.
	Application form, interview and references.

	Qualifications and Training
	Good general education background to include 5 GCSE’s (or equivalent) at grades at A-C (or equivalent), including Maths and English


	BTEC Higher or equivalent qualification

NVQ Level 4 or equivalent

	Application form, interview and references.



	Experience
	Ability to work independently and as part of a team.

Good interpersonal skills.

Successful experience of a range of project support duties 

	
	Application form, interview and references.

References and interview.



	Special Requirements
	Ability to support meetings and demonstrate excellent organisational skills. 

Good interpersonal and communication skills to have the ability to work with all levels across the organisation and to interact with senior stakeholders in partner organisations. 

Ability to manage own workload 

Solution-focused, can-do attitude

Ability to work within tight deadlines and in a pressured environment


	
	References and interview
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