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Job description and person specification

Assistant Project Officer


	Department 
	Community and Environmental Services

	Service 
	Infrastructure Delivery Team

	Grade
	E

	Reports to
	Project Delivery Coordinator

	Responsible for 
	N/A

	Job reference
	MJ2586 / GR0003 (MO10829)



	Job Purpose – 


	Assistant Project Officers deliver a wide range of specialised administrative and project support services to ensure effective project support to the Infrastructure Delivery Team. The role manages meeting administration, correspondence and governance ensuring project documentation is collated and accessible. This includes project finance administration as well as the co-ordination of all required activities of project planning to enable the delivery of a large infrastructure related projects. 

The role works with external contractors to collate information on key milestones to show what, when and how activities will be organised to ensure the outcomes of a project can be achieved. 

They identify tasks, activities, interdependencies and outputs for the project and work with the Project Delivery Coordinator to track and monitor progress against the programme.


	Context – 


	The Infrastructure Delivery Team (IDT) deliver complex, multi-million-pound major highway construction projects within Norfolk County Council (NCC) as part of its Capital Improvement Programme. Key priority projects such as the Norwich Western Link, Long Stratton Bypass and West Winch Housing Access Road with other programmes of projects being delivered, such as the Transforming Cities programme as part of the wider and longer-term Transport for Norwich strategy. Typical works on these projects cover all aspects of highway design, statutory processes, necessary procurement, and construction phases. 

The Project Support team provide a range of activities, working with Project Managers/Project Engineers and wider teams, to support the delivery of large infrastructure related projects.




	Accountabilities – 


	Work closely with Project Managers, Project Engineers and Project Support colleagues to lead and manage on all aspects of Project Management administration supporting with project meeting processes, distribution of agendas and documents, taking minutes, managing mailboxes and ensuring that actions are recorded and progressed.


	Ensure project plans, documents and reports are formatted correctly for submission, this includes proof reading and creating templates for project team. Ensure all public facing documentation meets NCC accessibility standards.


	Manage project documentation to ensure that the storage, retrieval, disposal, retention and management of project information is compliant with agreed policies and standards, including creating, maintaining and monitoring project plans.


	Assist with establishing, implementing and maintaining systems and procedures for the control and delivery of projects including Microsoft Office programmes and implementing file structures. Manage the risk register, ensuring that it is updated in agreed timeframes.


	Monitor and update project budgets for the Senior Project Officer including updating and reviewing Project Support financial spreadsheets. Manage receipt of project quotes and invoices and raise purchase order numbers, logging orders on relevant trackers. Responsible for year-end purchase order reconciliation. Oversee purchase order creation and collate invoice data, updating NCC systems with financial information. Reviewing invoices and challenging consultants for further breakdown where required, liaising with senior project officer should there be any discrepancies.


	Assist with compiling claims and populating claims forms for funders, working with the Senior Project Officer and Commercial Lead to review and analyse financial spreadsheets, adding in updated figures where relevant.


	Assist the Project Delivery Coordinator in complying with statutory processes that the project is undertaking. Lead on working with consultants to ensure NCC accessibility guidelines are complied with, finding solutions and producing guidance sheets. Update project trackers with relevant updates, where documents are at any time and update project team as required.


	Assist with financial audits for the project on behalf of the Senior Project Officer & Project Delivery Coordinator. Lead on the coordination of gateway reviews with external provider, arranging interviews with NCC team members, booking rooms and ensuring the provider has everything required.


	Contribute to research activities by gathering and formatting key information and data to enable it to be analysed and utilised by the project delivery team.


	Provide any other general project administration support where required.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 2 qualification (GCSE or similar) or equivalent experience.
	Achieved, or willingness to complete, a relevant project management qualification.


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience in an administrative or support based role, ideally within a project management environment. 

Understanding of project governance frameworks and processes. 

Working knowledge and understanding of financial systems for processing and monitoring information. 

Understanding of how and when to raise project concerns, issues and risks to more senior members of the team. 

Knowledge of Data Protection and GDPR in respect for sharing data, confidentiality, non-disclosure agreements and Freedom of Information requests.

	


	Skills:

	Essential
	Desirable

	Able to keep track of steps in processes and meet deadlines as required. 

Research, analytical and problem-solving skills. 

Good written, oral and digital communication skills. 

Ability to work under pressure in a fast-paced environment and capable of delivering to short timescales. 

Ability to work collaboratively with team members and project stakeholders. 

Ability use a variety of methods to communicate with and influence project stakeholders. 

Flexible and able to use initiative, share ideas and participate in the improvement of the service.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.






	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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