Role Profile: Project Officer (PM Support Cluster)
£36,363 - £40,777 (subject to 2026/27 NJC pay award)
Job Purpose
The Project Officer will provide project management support from within the central PM Support Cluster, deploying flexibly to workstreams to strengthen delivery capacity and coordination. Working alongside Project Managers and wider programme colleagues, the postholder will maintain core project governance artefacts including RAID logs, highlight reports, milestone trackers and dependency maps, support stakeholder engagement activity, and produce routine progress reporting. The role also provides a development opportunity for emerging programme managers from across the 15 Lancashire councils, offering practical experience within a complex partnership and transformation environment.
Key Responsibilities
· Provide project management support from within the central PM Support Cluster, deploying to workstreams as priorities and demand require.
· Maintain accurate and up-to-date project governance artefacts, including RAID logs, highlight reports, milestone trackers and dependency maps.
· Support Project Managers and workstream leads with routine coordination activity, tracking actions, deadlines and dependencies.
· Produce routine progress reports, updates and supporting documentation to assist governance, oversight and decision-making.
· Support stakeholder engagement activity by coordinating meetings, workshops, communications and follow-up actions.
· Monitor project activity against agreed milestones and escalate emerging risks, issues or delays through the appropriate route.
· Assist in maintaining accurate records, action logs and document repositories to support auditability and assurance.
· Work collaboratively with Project Managers and colleagues across the PM Support Cluster to provide consistent and responsive support to workstreams.
· Liaise with officers, subject matter experts and stakeholders across councils and partner organisations to support coordinated delivery.
· Contribute to the development and consistent application of project controls, templates and reporting standards across supported workstreams.
· Use the role as a development opportunity to build experience, capability and understanding in programme and project delivery across the 15 Lancashire councils.
Working Relationships
The postholder will work closely with Project Managers, Programme Managers, workstream leads and colleagues within the PM Support Cluster and wider Programme Delivery Office. The role also requires effective working relationships with officers, subject matter experts and representatives across the 15 Lancashire councils and partner organisations to support coordinated activity and effective stakeholder engagement.
Reporting and Accountability
The Project Officer is pooled within the central PM Support Cluster and deployed flexibly to workstreams where project management support is required. The postholder is responsible for maintaining accurate governance artefacts, supporting stakeholder engagement activity and producing routine progress reporting to enable effective delivery oversight and control.
Essential Skills and Experience
· Experience of project, programme or administrative support within a complex organisational or partnership environment.
· Ability to maintain accurate project governance artefacts, including logs, trackers, reports and supporting documentation.
· Strong organisational skills with the ability to manage routine coordination activity and competing priorities effectively.
· Experience of producing clear written updates, reports, minutes or other routine progress information.
· Ability to support stakeholder engagement activity, including arranging meetings, tracking actions and maintaining communication with relevant contacts.
· Awareness of risks, issues, dependencies and milestones, with the ability to record and escalate matters appropriately.
· Strong interpersonal and communication skills, with the ability to work collaboratively across teams and organisations.
· Ability to use standard digital tools and reporting mechanisms to maintain project records and support delivery.
· A willingness to learn and develop within a programme and project delivery environment.

Desirable Skills and Experience
· Experience of working in local government, public sector transformation or partnership environments.
· Knowledge of project or programme governance processes and documentation.
· Experience of supporting stakeholder engagement, meetings or routine reporting activity.
· An interest in developing a career in programme or project management.

