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	Post Title
	Place Project Officer

	JE Reference 
	W652
	Grade 
	H
	SCP Range
	39 - 41


Reporting line:




Job Purpose:


To support the development, commissioning and delivery of the regeneration programme projects as part of the Growth Plan and Economic Regeneration Masterplan and in line with Council priorities.
Relationships:

Accountable to:
Place Investment Manager  
Accountable for: 
Externally Commissioned Support
General Contacts:
Develop effective close working relationships with council officers, Members, local communities, stakeholders and partners, voluntary sector organisations, private sector organisations, and other public organisations to ensure programmes and projects are linked to and influenced by regeneration strategies
Key duties and responsibilities:

1. To provide support to the Place Investment Manager in achieving the aims of the team, and specifically focusing on projects which meet the ambitions of the Growth Strategy and Visitor Destination Strategy.
2. To support the management of externally commissioned teams to research, design and develop programmes and projects and secure funding for the delivery of project to support the regeneration of the Borough.

3. To co-ordinate the development and commissioning of strategic regeneration projects (including schools if required) that contributes to the aims and objectives of the authority. 

4. To be responsible for the undertaking feasibility studies and research associated with developing projects.
5. To contribute to the development and review of policies including the Regeneration Masterplan
6. Developing project briefs, mandates and specifications to secure financial support for regeneration projects.

7. Monitor progress against an established project management framework and prepare regular project monitoring information for project sponsors and Council management, as required. To contribute to the development of the framework 


8. To be responsible for the procurement of set projects including production of tender documentation the control tender clarification requests and responses and liaise with bidders.

9. Where appropriate, be the responsible budget holder for specific projects/work packages including monitoring budgets to ensure levels of expenditure and funding meet project needs and funding is managed appropriately
10. To lead and support the preparation of bids for funding from a variety of sources in relation to capital and revenue projects.
11. To advise Planning , Neighbourhoods, Asset  Management and other Council sections on policies and potential development opportunities’ that may arise through and in other sections areas of work
12. To deputise for the Place Investment Manager as appropriate.
13. Communicate with all stakeholders and colleagues through a range of media, in a polite, professional; manner, ensuring factually correct information, including arranging and attending meetings, liaising with all stakeholders and issuing agendas, take and distribute accurate minutes for all projects.
14. To undertake any other duties which may reasonably be within the competence or the scope of the post holder.  The post holder will be required to be flexible applying commensurate skills developing and delivering capital projects associated with regeneration programmes/projects, housing market renewal and investment in schools.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Place Project Officer
	H


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Significant experience of supporting with a range of regeneration / growth / capital project developments
· Experience of managing budgets
· Experience of engaging and consulting with a range of stakeholders
· Experience of procurement

· Experience of project development / appraisal

· Experience of securing finance

· Experience of preparing reports, presentations and other media for senior staff and members and external organisations
	· Relevant experience in both the private and public sectors 

· Experience of public procurement for a range of services and works procurements


	A, I

	SKILLS AND ABILITIES
	· Developed skills in  negotiating, influencing and persuading
· Able to resolve problems using own initiative

· High levels of interpersonal, oral and written communication skills when engaging with a range of audiences including non-specialists 
· Ability to manage commissioned services

· Able to demonstrate professional / presentation facilitation skills
· Ability to plan up to 5 years in advance
· An ability to lead processes and projects autonomously
	
	A, I, C

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· A degree or equivalent level qualification in a related discipline, or equivalent
· Knowledge of land assembly issues.
· Knowledge of sources of business support and investment/funding and the relevant guidelines and procedures

· Knowledge of regeneration regulations / legislation
· Knowledge of project management processes
· Thorough working knowledge of MS Office
	Prince 2 or other recognised project management qualification
	A,I C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement
· Full driving licence
	· Evidence of own continuous personal and professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users

	· Evidence of having completed training in  equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification





Place Investment Manager








Place Project Officer





Externally Commissioned Support
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