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Job Outline


	Post No. :
	9698   

	Post Title:
	Project Support Officer 

	Directorate:
	Corporate Delivery Unit

	Division:
	Chief Executives

	Section:
	Corporate Delivery Unit

	Reports To:
	Performance Improvement and Project Delivery Lead (post 10193) 

	Location:
	Bickerstaffe House

	DBS Status:
	None

	Grade:
	Grade F


	Role Purpose

	To support in the delivery of improvement plans and projects in the Children’s Services department.


	Main Duties and Responsibilities

	· To support the Performance Improvement and Project Delivery Lead and Service Development Manager in the development and delivery of project plans and action plans aimed at improving service delivery to families.

· To support Heads of Service and Service Managers in Children’s Services to implement plans to improve systems and processes in Children’s Services. 

· To support internal and external working groups, including the planning of agendas, note taking and meeting support
· To provide project administration support and support the drawing up of action plans, the setting of milestones, and the monitoring of delivery against targets.
· Develop and maintain a plan library and support service areas   to identify interdependencies and risks.

· Co-ordinate the weekly, monthly and quarterly reporting process on progress against action plans.
· Support the Performance Improvement and Project Delivery Lead in applying appropriate assurance and governance arrangements for aspects of the improvement programme.
· Support the department in planning for inspections and peer reviews.
· Operate reporting mechanisms for the effective communication of progress against milestones to Heads of Service and other key stakeholders.
· Maintain the risk register to ensure that key risks are identified and monitored.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Degree
Or

· Level 3 qualification in a related subject e.g. project management, business administration
	E
E




	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	Degree Qualified

Knowledge
· Knowledge of the principles of project management and delivery, gained through experience of working on a range of different projects

· Knowledge of services for children and young people
Skills
· Use of Microsoft Office – particularly Excel, Word, Powerpoint – in managing projects 
· Understanding of risks and issues that can affect the delivery of projects

· Ability to find creative ways of solving problems
· Excellent organisational skills and the ability to work on multiple projects and workstreams
· Good interpersonal skills, capable of dealing with both internal and external contacts at senior levels
· Ability to manage the expected workload of the post and to work to tight deadlines
· Ability to work under own initiative and as part of a team and to work proactively to achieve the aims of the service
Experience 

· Project management experience across the full lifecycle of a project/programme

· Track record of delivering projects within timescale 
· Considerable experience of managing own workload
Level 3 Qualified
Knowledge
· Substantial knowledge of the principles of project management and delivery, gained through experience of working on a range of different projects
· Knowledge of services for children and young people
Skills
· Use of Microsoft Office – particularly Excel, Word, Powerpoint – in managing projects 
· Understanding of risks and issues that can affect the delivery of projects

· Ability to find creative ways of solving problems
· Excellent organisational skills and the ability to work on multiple projects and workstreams
· Good interpersonal skills, capable of dealing with both internal and external contacts at senior levels
· Ability to manage the expected workload of the post and to work to tight deadlines
· Ability to work under own initiative and as part of a team and to work proactively to achieve the aims of the service
Experience 

· Substantial project management experience across the full lifecycle of a project/programme

· Considerable experience of managing own workload
· Track record of delivering projects within timescale 
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	Vision and Values

	Blackpool Council's new Council Plan outlines what our vision and priorities will be during from 2019 to 2024.
Blackpool might be the biggest and the brightest but it isn’t without its challenges. We have major social and health issues to deal with, whilst needing to develop and innovate so our town meets the changing desires of modern day audiences.

We need to take advantage of other opportunities - in fields like energy generation - with the same vigour our predecessors had, when building iconic attractions such as the Winter Gardens, the Tower and Tower Buildings, the Pleasure Beach and of course the true one-off that is the Blackpool Illuminations.
This Council Plan is our response to this picture. It’s our way of telling the story of our town and bringing the strands of our economy and society together so that everyone – residents, organisations and visitors – knows what we’re doing, who we’re doing it with and why we’re doing it.
Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

We aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 

· Be trustworthy 


	Equal Opportunities: 

We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


