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JOB DESCRIPTION

Job Title: Project Support Officer
Directorate & Section/Unit: E&I, Highway Operations
Reporting to:  Highway Operations Manager
Responsible for:  N/A
Salary Grade: Scale 6 	
DMA Management Level:  Frontline
DMA Span of Control (Direct Reports): N/A
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job: 	

· To support the development and execution of a programme of Maintenance and Construction projects / Contracts.
· To provide a Financial  and/or technical support function to the Engineers and Contract / Project Managers.
· To provide administration support to the Asset Management and Highway Maintenance Teams.
		
Main Activities & Responsibilities:	

· [bookmark: _Hlk137112281]To support projects / Contracts within  Infrastructure Asset Management and Highway Maintenance.
· To monitor and review the progress of projects / Contracts within Infrastructure Asset Management and Highway Maintenance.
· To assist in the management of the Highway Maintenance Service Contract (HMSC) and other Highway related Contracts
· To provide technical support to Contract Service  Manager.
· To facilitate change through working with Project / Contract Managers and Engineers  to plan and support the implementation of projects.
· To create and maintain project and programme records and documentation, ensuring projects are administered in accordance with legal and Contractual constraints and other applicable regulations.
· To assist monitoring of budgets associated with specific projects.
· To monitor and communicate progress, outcomes and lessons learnt for specific projects.
· To deputise for project managers and other colleagues as appropriate.
· To assist in the development of, tenders and the procurement of services.
· To organise, manage and share information with service areas, partners and other stakeholders.
· To build and develop relationships with partners, service areas, members and other stakeholders.
· To research, co-ordinate, produce and issue reports and presentations relating to projects.
· To organise, record and co-ordinate project meetings.
· . 
· To maintain up-to-date knowledge of relevant legislation and best practice. 

Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy.
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy.

Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, project staff, governors, headteachers, teachers, support and other school-based staff       

External: District & County Councils, Government agencies and departments, healthcare professionals, PCT, Police, Fire, Probation Service, educational settings, suppliers, contractors, service providers, 
statutory and voluntary organisations, service users, clients, customers, parents and pupils, members of the public, volunteers       

Additional Information:	

· The ability to travel throughout the county, including areas where there is limited public transport and be able to reach, including but not limited to, families, young people, internal and external clients and within a timely manner 
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
· Reasonable adjustments will be considered as required by the Equality Act.
· The duties described in this job description must be carried out in a manner that promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equal Opportunities Policy.
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PERSON SPECIFICATION


Job Title: Project Support Officer
Directorate & Section/Unit: E&I, Strategic Commissioning Major Projects
Salary Grade: Scale 6

EXPERIENCE: 

It is essential that the post holder has:

· Substantial experience of two years working within a large organisation.
· Considerable experience of working in a project environment.
· Demonstrable experience of working to tight deadlines.
· Substantial experience of working as part of a team.
· Substantial experience of organising work, people and projects.
· Demonstrable experience of working with people from different organisations and at different levels within an organisation.
· Good knowledge of Microsoft Office. 

It is desirable that the post holder has: 

· Previously worked in a Project or Programme Office environment.
· Knowledge of and ability to use Microsoft Excel
· Knowledge of public sector management practices including basic understanding of accountancy and procurement processes.
· Considerable experience and a demonstrable understanding of spreadsheets and database development.

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:

· Considerable knowledge of Project Management techniques and practices.
· Ability to pro-actively monitor and track progress.
· Excellent IT skills including Microsoft Office and Excel.
· The ability to produce documentation in a clear and concise way and to a range of audiences.
· Strong personal and inter-personal skills including team building, communications, motivation and the ability to develop and maintain effective partnership working. 
· Resilient and deals positively with change.
· Works flexibly, efficiently and effectively, reducing costs and eliminating waste.
· Recognises political context.
· Takes ownership of own work area. 
· The ability to plan tasks and work unsupervised and develop and implement new systems
· Committed to excellence.
· Strives to build effective working relationships with team members and stakeholders.



QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:

· A level 6 qualification (e.g. degree) or equivalent relevant work experience within a highways or infrastructure deployment field.

It is desirable that the post holder has: 

· Project based qualification e.g. Prince2, Agile; or a commitment to work towards one.

ADDITIONAL INFORMATION

It is essential that the post holder has:	

· Commitment to undertake relevant development and training opportunities.
· Commitment to equality of opportunity and dignity for all.
· Ability and willingness to work from more than one base location.
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