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ADULT SOCIAL CARE AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Project Officer – Adults and Integrated Care
GRADE:


Band 8 
RESPONSIBLE TO:
Project Manager 
Overall Objectives of the Post:

Adults and Integrated Care are keen to support the development of new ways of working and improvement solutions which will improve outcomes for the people of South Tyneside and help them to Live Better Lives.  

The role of Project Officer will support the Adults Improvement Programme and will be responsible for managing a range of Projects from planning stage, through to implementation.  This will include the maintenance of all appropriate project deliverables and responsibilities, including project scheduling, status reporting, risk management and change management processes, including appropriate communication and engagement with all stakeholders.

Key Tasks of the Post:

· Support the Service Leadership Team with the delivery of a range of projects as scoped and requested.  Deliver the projects on time and within budget and develop and maintain all project documentation in line with the agreed procedures and governance frameworks.  This may incorporate elements of MSP, PRINCE2, Agile methodologies or other frameworks.
· To keep abreast of Adult Social Care legislation and policy changes, regularly updating the Service Management Team on what these changes mean for service delivery, highlighting any risk to the service and ensuring the service is responsive to any changes needed.
· Identify all of the resources and support required to deliver a successful project (e.g. capital budget, revenue budget, technical support, implementation support, training support etc.). Ensure adequate project funding and employee resources have been identified and allocated before projects commence. 

· Maintain accurate project schedules and plans in formats that help stakeholders easily understand key milestones, activities and dependencies.

· Liaise with the Workforce and Change Manager to pro-actively manage all stakeholder engagement and communications to secure full participation in the projects and a successful outcome.

· Ensure all learning from a project is identified and shared appropriately at the conclusion of the project.  Identify and suggest improvements to project management processes and practices.

· Work collaboratively with other teams and colleagues across the Council and all stakeholders to resolve issues and problems to ensure the successful implementation of all elements of the project.  

· Identify and manage project risks and issues and manage the interaction of these and other interdependencies on the outcome of the projects.  Escalate risks and issues within the Adult Social Care Service Lead as required.
You will ensure that all data and information is managed securely and in line with all internal and external requirements. You will:
· Ensure that data privacy and information security are the primary consideration in all digital and ICT projects and service delivery.

· Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all other relevant legislation and compliance standards, and internal policies and procedures. 

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to help, where appropriate and necessary, with the training and development of fellow colleagues.

All employees have a responsibility of care for their own and others health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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Integrity improving lives
We will be open, transparent and We will support people to be
do the right thing, whatever independent, safe and well and
the circumstances connected to their community
Working together Excellence
We will work in partnership, enabling We will strive for continuous
people to have real choice and ensure improvement

their voice is heard

O

Valuing people Compassion and Respect

We will respect everyone and We will listen with humility
appreciate their diversity and kindness
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Our Moving Forward Together Values and Behaviour Framework sets out our expectations around the way we will work
within Adults and Integrated Care within South Tyneside, right from our leadership to our frontline practitioners.
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integrity Working Valuing
Together People
improving Compassion Excellence
Lives & Respect
CURIOSITY: Together we will encourage curiosity and exploration

ACCOUNTABLE:  Together we will do what we say
RESPONSIVE: Together we will be responsive, agile and resilient

EMPOWERED: Together we will empower each other to be the best we can be
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