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Job Description and Person Specification  

Team Leader – Green Spaces 

	Department 
	CES

	Service 
	Environment

	Grade
	J

	Reports to
	Lead Projects Manager – Green Spaces 

	Responsible for 
	Project Officer (H) x 1; Project Support Oficer (G) x 1; Assistant Project Officer (F) x 1

	Job reference
	



	Job Purpose


	Supporting the Lead Projects Manager (Delivery – Green Spaces), this role will plan and manage day-to-day work and delivery involved in Green Spaces and related projects. The role is key to delivering on Local Nature Recovery and publicly accessible green spaces, via land management and projects in Norfolk. It will involve working closely with multi-disciplinary teams, external contractors, staff from external bodies and liaison with stakeholders. 

Working with the Project Officers, key responsibilities include: 

· Leading, planning and delivering projects relating to nature recovery, which may include public access elements. 
· Facilitating partnership working to enable new approaches to achieving Nature Recovery objectives and Green Infrastructure outcomes.
· Working closely with the Greenways Team as part of the Greenways to Greenspaces Programme. 
· Support Lead Project Manager to identify opportunities for new projects and to assist with proposal development to develop this programme of work.
· Undertake, write or coordinate briefs, tender documents, data collection and analysis.
· Coordination of delivery through contract management, effectively manage procurement. 
· Relationship management internally and externally with key stakeholders
· Identify and deliver risk assessments, budget monitoring, and project evaluation and reporting. 
· Identify and monitor risks and issues, managing the risk register.
· Manage staff and non-staff project resources on a day-to-day basis.

You will make recommendations to the Lead Projects Manager on management and design of projects and present to appropriate boards and steering groups monitoring the delivery of these projects.

You will review and monitor projects and liaise and report to the Projects Manager on matters relating to resource, schedule and budgetary control of projects. This may involve direct project management of specific projects, as defined within the Delivery Programme.

You will work with the responsible budget holder (in this case the Lead Projects Manager) on the financial reporting and preparation of claims, procurement and contract procedures. You will establish, implement and maintain systems and procedures for the control and delivery of projects. 

You will delegate work of projects and elements of more complex projects to the associated project officers.

You will work with stakeholders to explore new project opportunities in line with the strategic goals of the environment service and progress these opportunities working with the Projects Manager.

You will deputise for the Lead Projects Manager (Delivery - Green Spaces) as required.


	Context 


	The Environment Service supports Norfolk County Council’s Climate Strategy and its Environment Policy and Strategy. Work is delivered through significant and high-profile partnership working with diverse stakeholders and management of a complex mix of human and financial resources. Project elements range from high-level, high-value strategic initiatives to small-scale works in collaboration with local communities and volunteers. This role will ensure external funding effectively delivers against key priorities whilst maximising net gain for natural and cultural heritage.

This role will lead on Green Spaces projects directly supporting the Lead Projects Manager. The Environment Service at Norfolk County Council has a long-established record of delivering countryside access projects, working collaboratively with a range of partners to design and deliver successful projects.




	Accountabilities 

	Provide high level support to the Projects Manager for the management and delivery of Green Spaces initiatives.


	Work with developers, landscape designers, planners and other stakeholders in the planning, design and delivery of green spaces, facilitating partnership working to enable new approaches to achieving Green Infrastructure outcomes.


	Lead on relationship management internally and externally with key stakeholders, ensuring effective communication.


	Lead on elements of projects, preparing internal reports, attending resource and budget meetings with the Projects Manager and on their behalf as required.


	Support Lead Project Manager to identify opportunities for new projects and to assist with proposal development to develop this programme of work.


	Identify and deliver risk assessments, budget monitoring, and monitoring and evaluation, providing clear information on projects for governance and highlight reporting to funders.


	Produce financial and activity reports and prepare claims.

	Undertake, write or coordinate briefs, tender documents, data collection and analysis.


	Prepare project documents, briefs and help procure works and services


	Manage and develop a project team




	Person Specification


	Qualifications:

	Essential
	Desirable

	Educated to degree level or equivalent in an environment-related subject.

	Membership of relevant professional body



	Evidence of continued professional, managerial and personal development

	Experience of working within the context of environment / green spaces / nature and wildlife


	Prince 2 Practitioner, or equivalent Project Management qualification or relevant experience 

	Working within the context of green infrastructure principles


	Driving license

	Business Administration


	Knowledge/Experience:

	Essential 
	Desirable 

	Significant experience (3 years) at a similar level in a similar role. 

	Knowledge and understanding of green infrastructure, construction, design and management. 


	Knowledge and understanding of environmental legislation
	Contract management and procurement

	Knowledge of Green Infrastructure Principles, Natural Resource Management and practical delivery skills

	Knowledge of Construction Design and Management Regulations 

	Understanding of ecology, arboriculture and landscape reports including most recent legislation

	Preparation of technical drawings and technical specifications

	Knowledge and understanding of external funding programmes

	Well-developed understanding of the national planning system


	Experience of people and team management and supervision including Health, Safety and Wellbeing

	Up to date with developments in planning and the environment.


	Developing partnership approaches, building consensus and a shared vision to enable collaborative working across public, private and voluntary sector

	

	Project planning, feasibility and delivery

	

	Developing tender documents

	

	Budget management of multi-million-pound projects

	

	Skills:

	Essential
	Desirable

	Strong analytical skills, able to demonstrate advanced Excel and data modelling skills.

	The ability to handle and process environmental / GIS data and experience of using Microsoft applications and GIS or similar systems


	Be approachable and have the ability to gain commitment and cooperation from others 

	Able to perform well under pressure and without direct supervision


	Excellent attention to detail with a proactive, practical and commercial approach

	Able to manage expectations and negotiate sound commercial outcomes


	Effective communication skills and an ability to work with people from a wide range of interests and organisations

	

	Able to communicate ideas and concepts verbal and in writing

	

	Takes responsibility for outcomes is proactive and dynamic in solving problems

	

	Ability to prioritise effectively

	

	Team player

	



	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	This is essentially an outward looking role which requires a significant level of engagement with a diverse range of stakeholders.

The position will require travel within Norfolk and may require occasional national  travel, as well as occasional weekend and evening working.



	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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