WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
[bookmark: _GoBack]Job Title:		Project Support Officer				
Pay Grade:		W4
Team:			Neighbourhood Services
Function:		Town Centre Development Projects
Responsible to:	Strategic Project Manager	
Job Purpose:	

To support the Strategic Project Manager the management and delivery of town centre projects.

Key Area:

US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main Tasks:

1. To support the Town Centre Development Project team in maintaining and monitoring project plans, project schedules, work hours, budgets and expenditures.
2. To support the Town Centre Development Project Team in all areas of work activities such as development infrastructure, transport planning, geo-technical, environmental, highway engineering and property matters.  
3. To provide support in the undertaking of risk management within the Town Centre Development Project Team – to include working with staff to identify, score, monitor and report risks to the project board. 
4. To support the management of the Council’s Town Centre Development Project Team– this will include working with senior managers to identify team objectives for the coming year, and monitoring objectives to see if they have been achieved.
5. To attend meetings on Town Centre Development Project matters/services as required.
6. Carrying out regular general administrative tasks such as arranging and taking notes at meetings, preparing reports, maintaining records.
7. Any other duties as appropriate to the post including general administrative.


General Responsibilities:

1. To provide the service in accordance with the Council’s Vision & Values statements.
2. To work effectively with colleagues in delivering a high quality service through excellent team working and good communication.
3. To provide excellent customer service.
4. To work in a flexible manner and to be willing to undertake other duties as reasonably requested including limited support outside of office hours.
5. Adoption and development of new ways of working.
6. To ensure tasks undertaken in support of the Town Centre Development Project Team adhere to WBC policies and procedures.




PERSON SPECIFICATION
Job Title: Project Support Officer

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· Good level of education 
· ‘A’ level or equivalent with/or studying for a recognised qualification
· Degree or equivalent
	E
E


D
	App
App


App

		Experience
	· Research experience
· Experience of arranging and/or facilitating events
· Ability to think logically and systematically in resolving problems
· Organising meetings, note taking and carrying out administrative duties.
· Experience of ICT systems in an office environment
· Project/programme management techniques
	E
D

E

E


E

D
	App/Int
App/Int

App/Int

App/Int
App/Int

App/Int

App/Int

		Special Skills
	· Able to prioritise competing demands
· Able to work with staff across different sections of the organisation
· Ability to impart complex technical information in a clear and concise manner
· Ability to work under pressure and meet strict deadlines
· Ability to interpret user requirements  and develop into business case
· Ability to share skills and knowledge
· Ability to communicate with people at all levels using a variety of media
· Knowledge of Local Government
	E

E

E


E

E

E
E

D
	App/Int

App/Int

App/Int


App/Int

App/Int

App/Int
App/Int

App/Int

		Motivation
	· Commitment to customer service and equal opportunities 
· Willing to assist with the development of services
· Willing to support key work activities within aspects of development infrastructure, transport planning, geo-technical, environmental, highway engineering and property matters.  
	E

E

D
	Int

Int

Int

		Personality
	· Self-motivated
· Good communicator with strong inter-personal skills
· Professional approach
· Flexible attitude
· Ability to work under pressure
	E
E

E
E
E
	App/Int
App/Int

App/Int
App/Int
App/Int

		Special 	Requirements
	· Willing to attend external meetings
· Willing to provide occasional support outside of normal office hours
· Ability to work on a variety of activities at the same time.
	E
E

E
	Int
Int

App/Int


Key:
E = Essential, D = Desirable, App = Application Form, Int = Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 does not apply
Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map

Job Title: Project Support Officer

Team: Neighbourhood Services
 
Function: Town Centre Development Projects


	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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