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JOB DESCRIPTION

ADULT & COMMUNITY BASED SERVICES

JOB TITLE:	PROJECT OFFICER 
(LITERACY TASK FORCE)

DIVISION:	JOBS AND SKILLS

GRADE:			BAND 9

RESPONSIBLE TO:	SERVICE MANAGER

POST REFERENCE: 	108152


Purpose of Post

· Our ambition is for every adult to have the core skills to fully participate in life and work. The post holder will lead our Literacy Task Force which will work collaboratively to realise the vision for Hartlepool.

· Support with partnership development by engaging key internal and external stakeholders to join the task force including businesses, organisations, voluntary and community groups and other teams within the Council.   

· To develop a pledge that will create the opportunity for key stakeholders to contribute to this transformative project.

· To develop a town-wide action plan that the Task Force are accountable for to ensure the project realises outcomes that improve the quality of life for residents and helps address inequalities within our communities across Hartlepool.


Key Relationships

· Members of Public
· Businesses 
· Jobcentre Plus
· Schools and Colleges
· Elected Members
· Voluntary & Community Sector Organisations
· Other Council Teams
· Tees Valley Combined Authority
· Communication and Marketing Team
· Hartlepool Jobs and Skills Team
· Community Hubs and Libraries
· BookTrust
· National Literacy Trust

Main Duties and Responsibilities

· Lead on the effective implementation and delivery of the task force adhering to the aims, objectives and timelines. This will ensure that all aspects of the project are in line with local needs and the strategic direction of the Council. 

· Advocate for the importance of literacy and numeracy in improving everyday lives by challenging normal ways of working, championing plain readable information and encouraging lifelong family learning etc.

· Collaboration with national and regional agencies such as National Literacy Trust, BookTrust, and National Numeracy so that we can use their knowledge, skills, experience and funding, whenever possible, to make a real difference within Hartlepool.

· Develop the Town-wide Pledge to garner commitment from key stakeholders.

· To work with the Head of Service (Community Hubs and Wellbeing) to coordinate a Hartlepool Literacy Conference to launch the project and inform the local action plan.

· Engage with community groups, businesses, educational institutions, other stakeholders and teams within the Council to secure their commitment to change through their involvement in the Hartlepool Literacy Task Force and Pledge.

· Develop the town-wide action plan based on local need which will allow actions, activities and campaigns to be developed with targeted communities in collaboration with key stakeholders across Hartlepool. 

· Establish and maintain strong relationships with all internal and external stakeholders to build trust, cooperation and encourage their active participation within the Hartlepool Literacy Task Force.

· Organise and facilitate meetings/workshops to ensure that the task force incorporates a wide range of views and to encourage the creation of tailored activities which will enhance the literacy and numeracy skills of adults. 

· Work with Hartlepool Skills Team to develop a range of bespoke activities and programmes alongside engaging with priority individuals, communities and groups. These sessions should be exciting and innovative whilst enhancing their levels of English and Maths. 

· Support the Service Manager (Jobs and Skills) to Identify and support with securing additional external funding opportunities which would enhance the scope, impact and activities which can be delivered through the Hartlepool Literacy Task Force. 

· Work alongside the Jobs and Skills Marketing and Communication Officer to communicate and promote the task force aims, objectives, progress, and successes to a wide range of stakeholders.

· Monitor performance by collecting and analysing data to track progress, measure outcomes and identify areas for improvement which will demonstrate the effectiveness and impact of the task force.

· Continuously refine and utilise effective feedback mechanisms to gather input from residents, partners and stakeholders. Ensure this feedback is used to enhance and improve the Hartlepool Literacy Task Force.

· Prepare progress reports and share findings with internal and external stakeholders alongside Senior Managers. This will inform decision-making and highlight the impact of the task force on our communities in Hartlepool.

· Any other duties of a related nature which might reasonably be required and as allocated by Managers.

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  August 2024

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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