                             

[image: Norfolk County Council Logo]

Project Officer


	Department 
	Chief Executive Office

	Service 
	LGR Programme Office

	Grade
	F

	Reports to
	Programme Manager

	Responsible for 
	n/a

	Job reference
	JE6058



	Job Purpose 

	The Project Officer covers a diverse range of activities to support the delivery of the project’s objectives. It enables the smooth running of the project by supporting the project manager through the operation of project management processes, and the co-ordination of business management actions and activities on their behalf.

The role works with stakeholders to ensure all aspects of the project are defined, providing clarity on key milestones to show what, when and how activities will be organised to ensure the outcomes of a project can be achieved. They lead on all aspects of project planning, which will include the development, updating and monitoring of plans and schedules, ensuring appropriate resources are identified to deliver the project. They identify tasks, activities, interdependencies and outputs for the project and work with the project team to track and monitor progress against the plan throughout the life of the project.


	Context

	Local Government Reorganisation represents a significant and complex programme of activity that will span a number of years, delivering the creation of three new unitary councils and the dissolution of eight existing councils across Norfolk. The Government’s timetable is challenging, with vesting day set for 1 April 2028, requiring the close-down and abolition of existing legal entities alongside the establishment of three new legal entities.

A single, system-wide Programme Management Office (PMO) for Norfolk will provide the centralised resource and coordination necessary to support effective delivery of the LGR programme and achieve a smooth transition by vesting day. This will involve working across all eight existing councils, as well as with the three Shadow Councils once established, to ensure a single, coherent view of progress and delivery across the system.

Project Officers will work closely with Project Managers and Programme managers as well as key senior roles accountable for the programme and will play a pivotal role in supporting the workstreams within the LGR programme of work focusing on project control.  




	Accountabilities

	Establish and maintain project controls, keeping the project manager aware of the project status. Prepare project performance reports, presenting statistics and researching new information.


	Implement and maintain appropriate systems to enable effective planning and scheduling to ensure the project to run to required schedule.


	Ensure project support tasks are carried out efficiently, including being responsible for project file management using robust version control; monitoring the project delivery and organise key project meetings.

	Assist with maintaining the stakeholder log for internal and external stakeholders. Act as the focal point for project responses to external requests for information.


	Support the product descriptions, acceptance criteria and delivery tracking. Building effective and collaborative relationships.  


	Proactively monitor and report on its overall progress through the governance framework. Support the Project Manager and Programme Manager to identify, track and deliver benefits set out in the business case. Maintain risk and issue logs, escalating as appropriate.


	Acts as secretariat for review meetings, ensuring key discussion points and actions are documented and circulated to relevant stakeholders. 


	Assist with the monitor of project spend and contribute to the compilation of budgets. Maintains an accurate asset register for the project.


	Support the development of the project communication strategy and plan, liaising with key stakeholders and corporate communications.   




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Highly organised, manages time effectively and prioritises tasks.

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

Able to work collaboratively with team members and project stakeholders.

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

Good written and verbal communication skills.

	ü


ü


ü


ü


ü

	


	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

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

Awareness of project governance frameworks and processes.

Understands how to apply project management frameworks and methodologies. 

Has experience working with a range of stakeholders. 

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

Experience of drafting reports and communications.

Knowledge of benefits realisation.

	ü



ü





ü

ü

ü

ü

	






ü







	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Level 3 qualification or equivalent experience. 
 
Achieved, or willingness to complete, a relevant change or project management or project office qualification.

	
	ü


ü




	The Council’s values and strengths
· 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)

	The Project Officer may need to work outside core hours on occasion - where out of hours work is needed for testing or preparing for go-live for example.

All postholders are expected to work in the most appropriate location to fulfil their responsibilities. 

This role is a hybrid role so there is an expectation of a combination of remote and office-based working. Depending on the project this may involve travel to different locations. The postholder is expected to work with their key stakeholders to ensure they’re in the most appropriate, and productive location, to executive their roles and associated activities. 



	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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