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PERSON SPECIFICATION:  Project Development Coordinator				POST REFERENCE: 108161

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.	

	REQUIREMENTS
	ESSENTIAL CRITERIA
Please indicate in brackets after each criteria how this will be verified 
i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA
Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	
Educational / vocational / occupational qualifications and/or training

Specific qualifications (or equivalents)

	
Level 5 or equivalent in business administration, project management, heritage/museum studies, or a related field. (F)

	
Level 7 or higher in project management, heritage management, museum studies, or a related field. (F)


Certification or formal training in project management. (F)

	
Work or other relevant experience




	
Experience administrating complex capital projects or large grant funded projects (F, I)

Experience working with complex team structures (F, I)

Proven experience in managing funding for culture/heritage projects. (F, I)

Experience of setting/meeting targets and financial management. (F, I)

Experience in projects involving heritage engagement, learning, and community participation. (F, I)

Experience of delivering training to various audiences and adjusting the content as appropriate suit their needs (F, I)

	
Experience in securing funding and resources for museum/heritage exhibitions, programs, and initiatives. (F, I)

Experience in developing and maintaining strong relationships with key stakeholders, including council officers, elected members, project managers, architects, and contractors. (F, I)

Experience with building conservation practice. (F, I)


	
Skills, abilities, knowledge and competencies






	
Knowledge of cultural heritage funding landscape (I)

Highly developed interpersonal and communication skills and the ability to work in small teams in creative environments. (F, I, R)

Knowledge of building contracts and experience in reading contract documentation, including schedules of work, specifications, architectural drawings, and certificates, and interpreting these for lay audiences. (F, I)

Demonstrable evidence of effective decision making and problem-solving. (F, I, R)

Ability to develop compelling funding proposals and cultivate relationships with donors, sponsors, and grant-making organisations. (F, I)

Strong organisational skills with attention to detail and accuracy. (F, I, T)

Ability to review and update project timelines, milestones, deliverables, and risk management strategies. (F, I)

Proficiency in financial processes, including invoice payment authorisations, change control procedures, and preparation of grant claims. (F, I, T)

Ability to monitor on-site progress and liaise with architects, contractors, and other stakeholders. (F, I)
	
Knowledge of museum projects and site management. (F, I)

Proficiency in project management software. (F, I, T)

Ability to assist in promoting projects through press releases and applications for construction awards. (F, I)





	
General competencies







	
Enthusiasm for heritage projects and museum development. (I)

Ability to work effectively both independently and as part of a team. (I, R)

Willingness to work out of hours and on weekends as required. (I)

Able to work effectively as a team member and leader (F) (I)

Able to prioritise workload and meet deadlines (F) (I)

Able to work outside normal working hours (F) (I)

Able to access a variety of locations (F) (I)

	
Active involvement in heritage and community engagement projects. (F, I)

Strong understanding of the role of heritage projects in community development. (F, I)

Ability to support post-completion activities, including managing defect rectification and completing funders' project completion processes. (F, I)




	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 

On-going Training Requirements
The post holder will be required to undertake the following mandatory/essential training at the frequency indicated.
	
Mandatory/Essential Training
	
Frequency

	Health & Safety training updates due to changes in legislation.
Anti-terror training due to changes in legislation and circumstances.
Safeguarding Training (Children and Adults)
Manual Handling

Working Safely – an introduction to Workplace safety for employees
Diversity
Employee Protection Register
Information Governance
Protection of Cultural Venues

	As required.
As required.

As required.
On commencement of post, update every three years.

Refresher every two years

Every three years
On commencement of post and as required
Annual
On commencement of post and as required
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