[image: HARTLEPOOL GENERIC HEADER]



JOB DESCRIPTION

PREVENTATIVE AND COMMUNITY BASED SERVICES DEPARTMENT



	JOB TITLE:
	Project Development Coordinator

	DIVISION:
	Heritage and Open Spaces 

	GRADE:
	Band 9

	RESPONSIBLE TO:
	Strategic Development Manager

	POST REFERENCE NO:
	108161


This post is part of the Tides of Change Project and is fixed term till November 2025 with the possibility of extension to 2029 subject to funding.
Tides of Change is made possible with The National Lottery Heritage Fund. Thanks to National Lottery players, Hartlepool Borough Council have been able to secure development funding to progress ambitions for the Museum of Hartlepool and PS Wingfield Castle to support the regeneration of Hartlepool’s historic waterfront.
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Purpose of Post

The Museum of Hartlepool is seeking an organised and motivated Project Development Coordinator to facilitate the coordination of programme outputs, data collection and support the Strategic Development Director with the administration of project related grant funding.
Key Relationships

· Museum and Gallery team, Heritage & Open Spaces colleagues, colleagues across Hartlepool Borough Council. 
· The public
· National Lottery Heritage Fund, Arts Council England, Tees Valley Combined Authority
Main Duties and Responsibilities

The following is typical of the level of duties which the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time. Out of hours working and weekend working will form part of this role.

· Develop a thorough understanding of museum projects through site visits and reviewing all relevant documentation, including grant applications, design plans, and the Heritage Engagement Plan.
· Ensure all necessary documentation is provided to secure project commencement approvals from funders, and attend any start-up meetings with funding bodies.
· Represent the Museum and Gallery Service and HBC as required at events.
· Develop and maintain strong relationships with key stakeholders involved in the project, including Strategic Development Manager, project managers, architects, and contractors.
· Coordinate project team meetings and arrange for room bookings as required.
· Develop a project filing system that complies with HBC capital programme requirements and ensure all project documentation is appropriately collated and saved.
· Maintain a Decision, Message and Action log and take minutes of meetings as required.
· Work closely with the project managers and Strategic Development Manager to update project paperwork including the project timeline, milestones, deliverables, communication protocols, risk management strategy, and decision-making procedures. 
· Work with Strategic Development Manager to establish and implement financial processes, including invoice payment authorisations, change control procedures, and preparation of grant claims.
· Manage the start of site works, including reviewing tender reports, prioritising works to stay within budget, ensuring pre-start conditions are met, and confirming contract and insurance arrangements.
· Monitor on-site progress, liaising with the architect during construction to represent the museum's interests, attending site meetings, and making regular reports to museum directors. Facilitate effective decision-making to keep the project on schedule.
· Maintain and update risk assessment and mitigation documentation throughout the project.
· Serve as the primary day-to-day contact for contractors, design teams, and museum directors regarding site matters, ensuring clear communication while respecting the role of the contract administrator.
· Ensure timely provision of necessary information to the main contractor to maintain project progress, such as details on mechanical and electrical supply point locations.
· Assist Strategic Development Manager with applications for additional grant funds if funding gaps arise during the project.
· Coordinate with Strategic Development Manager and the project staff to manage site-based and off-site learning activities, ensuring smooth integration with ongoing capital works. Assist in interpreting proposals as needed.
· Maintain comprehensive project management records and ensure other relevant records, such as time-lapse photography, are properly maintained by assigned personnel.
· Collaborate with architects to develop a Management and Maintenance Plan that meets The National Lottery Heritage Fund requirements, enabling the Museum and Gallery Manager to budget for proper management and maintenance post-project completion.
· Ensure a smooth handover of the completed project to the museum, including the provision of manuals and training for staff and volunteers on ongoing management and maintenance. Ensure the Management and Maintenance Plan is updated as needed.
· Support post-completion activities, including managing defect rectification, negotiating the contractor’s final account, and completing funders’ project completion processes.
· Contribute to the museum’s project evaluation process.
· Assist in promoting the project through press releases, applications for construction awards, and other promotional activities.

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:  July 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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Hartlepool Borough Councilis an equal opportunities employer.
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