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Job Outline


	Post No. :
	POST00003143                     

	Post Title:
	Public Health Project Officer (Generic)

	Directorate:
	Public Health

	Division:
	Public Health

	Section:
	Health Improvement and Adult’s Public Health

	Reports To:
	Public Health Practitioner, respective to the portfolio

	Location:
	Number One, Bickerstaffe Square

	DBS Status:
	None


	Grade:
	Grade E


	Role Purpose

	To assist and support the Public Health Team in providing comprehensive administrative and financial support, in order to ensure continuity of service and the smooth running of the department.
The post holder will support the Public Health Practitioners to deliver projects and portfolios. 


	Main Duties and Responsibilities

	· Deal with incoming correspondence/emails including Public Health mailbox enquiries and complaints in a timely manner and in line with Council procedures.  Respond promptly and effectively to the telephone enquiries.  Maintain an effective “follow up” system for appropriate enquiries.
· Co-ordination of budgets, finance and required returns, investigating any discrepancies with the data collated and inform relevant bodies. Submit returns to the governing body/ grant funding organisation as required and in a timely manner

· To support, coordinate and participate in meetings; including the preparation of relevant paperwork and information as required and production of an accurate set of minutes within the required timeframe to include follow-up actions.

· Undertake arrangements for room bookings, hospitality, travel arrangements, meeting and greeting visitors, ensuring meeting rooms booked are tidy and set up accordingly.
· Ensure supply of Public Health stock of refreshments and stationary stock is available at all times, ordering items as required.
· Gather, analyse and collate data from providers when required according to the contract. Producing reports from data into graphs and/or charts as needed. 
· Maintain and update relevant sections of Council and Public Health websites to ensure they remain up to date and relevant.

· To co-ordinate the exchange of sensitive or contentious information with managers, elected members and other officers, providers, NHS, VCFS and other organisations maintaining confidentiality at all times.

· Provide cover in the absence of other members of the Public Health Project Team.

· Represent Public Health at meetings when the Public Health Consultant or Public Health Practitioner are unable to attend.

· Use a range of computer packages e.g. typing letters in Word, proficient use of excel, preparing Powerpoint presentations, updating electronic calendars in Outlook.

· To raise orders, generate and process invoices. 
· Maintain confidentiality at all times when dealing with information, correspondence, reports etc.
· Contribute to the planning and development of schemes and projects

· Engaging with clients/residents and be able to draft a response to enquiries.


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

	· Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths or equivalent demonstrable experience
· NVQ Level 3 Business and Administration
	E

D


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

	Knowledge
· Familiarity and understanding of the full range of ICT facilities (Word, Excel, Outlook etc.)

· Knowledge of local government and the public sector
Skills

· Ability to work as part of a team

· Ability to use own initiative and solve problems
· Evidence of strong written and spoken communication skills
· Proficiency in using MS Office packages (including Word and Excel)
· Good interpersonal skills with experience of building productive relationships with a range of stakeholders
· Able to analyse and interpret data 
· Able to produce clear and concise written reports
Experience
· Considerable use of Microsoft Office and ICT equipment

· Considerable experience of taking minutes and notes of meetings
· Considerable experience of own time management, prioritising tasks and delivering to a range of customers
· Working in a Local Government and/or Public Sector background
	E

D
E

E
E

E

E

E

E
E
E
E

D


	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.


