Job Description
	For HR use only
	Vacancy Ref: 4354




	Service
	Regeneration and Economic Development 

	Service Area and Team
	Inclusive Economy and Business Growth, Business and Enterprise

	Post Title
	Apprentice Project Support Officer

	Grade
	Level 4 Apprenticeship

	Reports to 
	Programme Manager – Business & Enterprise

	Responsible for (employees or equivalent)
	N/A

	Job Purpose 

	To provide support to the Programme Manager and wider Regeneration and Economic Development Team with business case development, project delivery, claims and programme monitoring and management.



	Job Content

	Key Tasks of the Post:

· To support the Programme Manager with both internal and external funding bids, working with stakeholders to gather and collate the required data and information and drafting complex and detailed business cases:
· Contribute to the drafting of high-quality business cases, papers and presentations for internal and external audiences.  

· Liaise with North of Tyne Combined Authority, North East LEP, Government departments and other managing authorities as appropriate and to respond to queries arising from funding bids. 
· Involved in programme and project planning and scheduling (Including budgets and outputs.)

· Develop an understanding of project governance and be responsible for the completion and submission of complex monitoring forms, returns etc, including those to external bodies.

· Develop a clear understanding of project risk and issue management and support the Programme Manager to monitor and report risk.
· Ensure applicants understand the documentation required for monitoring and auditing and that all requests are dealt with in a timely manner.
· Develop strong working relationships with key internal and external stakeholders.
· Responsible for data input, compilation and analysis at project, programme and service level.
· To support the Business and Enterprise Team when required, in helping businesses to start-up and grow, this will include; 

· Contribute to the Business Forum’s social media channels and maintain website.
· Drafting of news pieces, blogs and newsletter articles. 

· Collating marketing material required for delivery of events.
· Provide project and administrative support to the wider Regeneration and Economy Development (RED,) Service where required. 
· To work with private sector organisations to promote funding and business support opportunities. 

· To attend meetings as required. 
· Support the delivery of training on relevant ICT software packages across the service area.

· Liaison with service users, technical experts, and various Government bodies as necessary in relation to economic development matters.

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

· Any other duties commensurate with the post.



	Climate Change Values and Behaviours  

	· Employee - We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles and increasing our recycling




	Special Requirements of Post

	Working Conditions e.g. working outdoors 
	Office based, Quadrant East

	Working Arrangements e.g. evenings, weekends, shifts
	May occasionally be required to work outside normal office hours

	Physical Requirements e.g. driving, lifting, working in constrained positions
	N/A

	DBS and Safeguarding Checks required 
	N/A

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	N/A

	Politically Restricted?
	N/A


Person Specification

	Job Criteria

	Factor
	Essential
	Desirable
	Assessment method

	Knowledge
	An awareness of North Tyneside Council’s Our North Tyneside 2020-2024 plan and priorities.
 
	An understanding of some of the funding streams available to fund activity delivered by North Tyneside Council to support local businesses. 
	Application form and interview

	Qualifications and Training including Professional Registrations required
	5 GCSEs (A-C including Maths and English Language)


	
	Application form, Certificates and interview

	Skills & Experience
	Ability to organise and present information utilising word-processing, spreadsheet, database and presentation packages.

Experience of planning work and managing time well to meet deadlines.
Ability to use own initiative

Ability to support meetings and demonstrate excellent organisational skills. 


Able to demonstrate good interpersonal and communication skills face to face and over the phone.

Have the confidence and ability to work with all levels across the organisation and to interact with senior stakeholders in partner organisations. 

Solution-focused, can-do attitude
	Experience of working in an office or as part of a team 


	Application form and Interview

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 e.g. age, sex, religion
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.










