






DARLINGTON BOROUGH COUNCIL

Resources and Governance GROUP

JOB DESCRIPTION

	POST TITLE:

	Project Support Officer (Systems)

	PAY BAND:

	Band 6

	JOB EVALUATION NO

	E3799

	REPORTING RELATIONSHIP

	Systems and Process Officer


	JOB PURPOSE:


	To provide project support primarily in relation  To the migration of network drive data over to a Microsoft 365 environment.


	POST NO.

PDR COMPETENCY FRAMEWORK

	

Level 1, expected competencies for all employees


[bookmark: _Hlk89159589]

All employees are required to acquaint themselves with the Council’s policies, procedures and Values and to abide by them at all times. Our Values are Respect, Innovate, Collaborate and Deliver and it is expected that employees will: 
· be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners.
· be Innovative in everything we do and voice improvements to ensure we offer quality services
· act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success
· deliver quality services to all and strive to always deliver the best we can with the resources available

MAIN DUTIES/RESPONSIBILITIES

1. To support Project Managers to deliver relevant projects including, the migration of network drive data over to a Microsoft 365 / Sharepoint environment.

2. To keep appraised of all relevant developments and ensure any changes are speedily and effectively communicated and implemented.

3. To represent the project team at meetings and working groups as required. 


4. To assist in the production of performance information and provide support to project lead

5. To support Project Manager to provide accurate information for assessment of relevant projects and monitor compliance as required.

6. To provide information, advice and support both internally and externally on Microsoft 365 queries and issues.

7. To develop and actively maintain project/programme plans. This will include recording, disseminating and filing relevant material.  

8. Undertake such personal training as may be deemed necessary to allow the post holder to undertake the duties required of the post.

9. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 

10. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.

11. Carry out your role in line with the Council’s Equality agenda.

12. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.

13. Any other duties of a similar nature related to this post that may be required.

14. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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DARLINGTON BOROUGH COUNCIL

PERSON SPECIFICATION

Resources

PROJECT SUPPORT OFFICER

POST NO. 

All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Minimum 4 GCSE’s (A-C) or equivalent including Maths and English or other evidence of equivalent / higher academic qualification

	
	D

	
	Experience & Knowledge
	
	

	2
	At least 2 years working knowledge and experience of project management support and effective research skills
	E
	

	3
	Experience of working in a large, multi-functional organisation in the public or private sector 
	E
	

	4
	Demonstrable Knowledge/Experience of change management

	
	D

	5
	Experience of interpreting legislation, policy or procedures to provide recommendations and advice
	E
	

	6
	At least 2 years experience of establishing and maintaining a range of management information systems, including complex databases and spreadsheets
	E
	

	7
	Experience of partnership working across a range of agencies/organisations
	E
	

	8
	Experience in dealing with queries and requests for information on a daily basis in a variety of formats
	E
	

	9
	Experience in maintaining accurate and complete records

	E
	

	10
	Extended experience and understanding of using computer systems and competency in Microsoft systems
	E
	

	11
	Experience of delivering training
	
	D

	11
	Awareness and knowledge of Data Protection protocols
	E
	

	
	
	
	

	
	Skills
	
	

	12
	Ability to recognise the strategic links between projects and see the wider picture
	E
	

	13
	Ability to plan and organise own workload with minimum supervision and to strict, sometimes conflicting deadlines
	E
	

	
	Ability to analyse, summarise and interpret complex information, enabling clear understanding for non‑specialist audiences

	
	

	14
	Ability to communicate both orally and in writing to a wide range of audiences (including ability to write and present clear, concise and original reports & presentations)
	E
	

	
	Ability to analyse information from a variety of sources, solve complex problems and think creatively
	
	

	15
	Ability to use initiative and work successfully within a team

	E
	

	16
	Experience of collating data and ensuring consistency and quality of data

	E
	

	17
	Ability to establish and maintain good working relationships

	E
	

	
	Personal Attributes
	
	

	18
	Robust character with the ability to work under pressure

	E
	

	19
	Self-motivated and ability to be pro-active

	E
	

	20
	Ability to demonstrate a commitment to high standards of customer service 
	E
	

	21
	Flexible approach to a fast-changing working environment

	E
	

	22
	Attention to detail and ability to quickly identify pertinent issues

	E
	

	
	Special Requirements
	
	

	23
	
	
	

	24
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