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JOB DESCRIPTION
	Post Title:                                          Project Support Officer

	
	

	Grade and Salary Scale:                   F SCP 19 - 21

	
	

	Department and Service:                 Culture and Communities, Growth and Place
Responsible To:                                North East Migration Partnership Manager 
Post Ref:                                            R0000162
	
	


Purpose of the Post:

This post is to assist the Partnership Officers and Manager in the development and ongoing management of political and partnership structures for the North East on migration issues and develop relationships, networks to help in the delivery of the Partnerships work programme.  Seeking and sharing good practice from national, regional and local sources.  

This post is part of the North East Migration Partnership and forms part of a matrix management approach to project delivery.  The post holder will report to the North East Migration Partnership Manager for pastoral management but, for project delivery, reporting lines will vary on a project by project basis. 

The post holder will assist in the delivery of asylum seeker, refugee and migration projects and initiatives within this overall context.

Duties and Responsibilities:

1. To assist and support the project management and delivery for the following functions and / or projects:

· Migration data and analysis

· Partnership meetings, forums, project meetings, sub groups, and management of events
· Information gathering and sharing including assisting in the development of protocols

· Day to day support in terms of responding to enquiries, generating reports and information to support the Partnership

· Syrian Refugee Resettlement programme
· Unaccompanied Asylum Seeking Children / National Transfer Scheme
· Asylum seeker contract delivery in the North East 

· Funding profiling and budget management

· Harnessing national, regional and local offers to support migration programmes

· Seeking funding opportunities and ways to deliver economically in the region

NOTE: Such services will change from time to time to reflect the need for the flexibility to deliver the Mayor’s vision and changing national and regional priorities for the Partnership.

2. To attend and coordinate multidisciplinary and multi-agency project teams and partnerships to drive forward projects and initiatives.

3. To be politically aware.

4. To deliver short term projects and initiatives.

5. To support senior staff within the Partnership in the delivery of Partnership outcomes and targets.

6. To engage with internal and external partners including Police, Health, central government officials, businesses, statutory and voluntary and community sector providers and migrating populations.
Corporate Responsibilities:
· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	
	Essential
X
	Desirable
X

	QUALIFICATIONS: 


	
	

	1. Degree level qualification, working towards, or equivalent
	
	X

	2. Good standard of education


	X
	

	KNOWLEDGE & EXPERIENCE 


	
	

	1. Previous experience in migration or related field.
	
	X

	2. Interest in and understanding of the current issues and practices in the areas of responsibility associated with the post.
	X


	

	3. Ability to produce good quality written work.
	X
	

	4. Ability to communicate effectively with a range of internal and external bodies and to a range of audiences.
	X
	

	5. Organised and able to prioritise workloads within a project management discipline.
	X
	

	6. Ability to work effectively within a political environment.
	X
	

	7. Self-motivated
	X
	

	8. Good communication skills
	X
	

	9. Commitment to continuing professional development.
	X
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