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	JOB TITLE:
	Project Officer

	GRADE:
	SCP 30-33

	POST NUMBER:
	6220E

	RESPONSIBLE TO	
	Senior Project Manager

	RESPONSIBLE FOR
	N/A

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Weekdays

	ON CALL / CALL OUT ARRANGEMENTS 
	N/A

	SHIFT ALLOWANCE
	N/A

	OTHER
	N/A

	JOB SUMMARY:	
	To work as a key member of the Commercial Projects Team, contributing to the successful delivery of a diverse range of projects, including property, commercial development, open spaces, play areas, leisure, and community facilities across the Borough.
Coordinate and manage cross-departmental project teams to ensure the achievement of agreed project outcomes and objectives. Proactively identify and mitigate risks, manage change, and oversee project variations throughout the lifecycle.
Support project procurement by overseeing the management of consultants and contractors, ensuring the successful delivery of corporate project schemes within the service’s remit.
Provide comprehensive reports and analysis to ensure projects meet specifications, contractual obligations, and quality standards.
Contribute to commercial project planning and preparation, utilising the corporate project management framework (including Pentana) to track progress while maintaining strong relationships with key partners and stakeholders.

	ROLE REQUIREMENTS:
	

	1. 
	To be responsible for delivery of various projects, ranging in size, scale, and duration. This includes conducting project appraisals and feasibility studies, commissioning evaluations of proposed schemes, and assessing project proposals. Utilise corporate project management and contract management toolkits to ensure audit compliance, while overseeing and monitoring external consultants and contractors to ensure timely, budget-compliant, and scope-aligned project delivery.

	2. 
	Coordinate and manage cross-departmental project teams to achieve agreed project outcomes and outputs. Proactively identify and manage risks, changes, and variations throughout the project lifecycle.

	3. 
	To input into commercial project planning and preparation using the corporate project management approach (and Pentana) to monitor project progress, whilst maintaining effective working relationships with relevant partners and stakeholders involved in the project.

	4. 
	To provide support to other members of the Service to ensure continuity of service provision, continuous improvement and team working.

	5. 
	Work closely with ward members, parish council’s, and local community groups to ensure local needs are reflected in the development of strategies and in the provision of individual projects.

	6. 
	Ensure sufficient funding is made available via appropriate S106 contributions and external funding wherever possible for both new developments and refurbishment of existing sites.

	7. 
	Undertake specific corporate project and research work relative to the work of the Environment, Property and Recreation Service as required and to be responsible for passing on up-to-date information to Management Team for corporate decision making.

	8. 
	Design and deliver public consultation events including preparing surveys, workshops, parish and town council meetings and community events, to collect and present data and information as reports that provide recommendations for decision making at project and management level.

	9. 
	To undertake and co-ordinate improvement and efficiency initiatives, providing input, advice, guidance and training on corporate processes, standards and systems as necessary.

	10. 
	To process invoices, as required, and to ensure timely and appropriate action, including the processing of contract and supplier payments.

	11. 
	To carry out procurement, adhering to budget limitations and corporate procurement guidelines.

	12. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	13. 
	Emergency Planning
To participate as required in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	14. 
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	15. 
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation


	16. 
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.


	17. 
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.


	18. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.


	DATE
	July 2026




	PERSON SPECIFICATION

	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Minimum 5 GCSE’s, grade C or above or equivalent (to include Maths and English).

	PRINCE2 Practitioner, APM or equivalent project management qualification.

	EXPERIENCE
	Recent experience of successfully leading the delivery of project outcomes.
Experience of Project/Procurement/Contract management.
Experience of managing consultants and contractors.
Partnership working, both internal and external.

	Experience of working within Local Government across a range of service areas
Experience of writing specifications and tender writing
Experience of managing budgets

	SKILLS & KNOWLEDGE
	Excellent communication skills both verbal and written
Ability to adapt approach to meet differing and diverse needs.
Understanding of commercialization in a local government context, through explicit training or experience 
	Good understanding of Council Services

	OTHER REQUIREMENTS
	Proven team player with leadership qualities.
Confident and conscientious individual with the ability to be assertive when necessary.
Ability to work and make decisions without referral and within tight time constraints.
Ability to lead by example and a professional image
Willing and able to work in various environments across different council settings
	





Contractual / Training Requirements 
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	Yes
	No

	Requires Driving Licence
	Yes
	No

	Management/Supervisor Responsibilities 
	Yes
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	Yes
	No

	Lone Working 
	Yes
	No

	Working in confined spaces
	Yes
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	Yes
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	Yes
	No

	Enforcement Responsibilities – name cannot be disclosed 
	Yes
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	Yes
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	Yes
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	Yes
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	Level 2 
	Level 3

	DBS check required – confirmed by a counter-signatory
*If Enhanced, Adult List / Child List * (delete as appropriate)
	BPSS / Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	Level 2 
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	Yes 
	No
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