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Job description and person specification

Project Officer


	Department 
	Infrastructure

	Service 
	Sustainable Transport team

	Grade
	H

	Reports to
	Project Manager (Strategy and Delivery)

	Responsible for 
	No direct reports

	Job reference
	11320



	Job Purpose – 


	The purpose of this job is to be responsible for:

Assisting the Project Manager (Strategy and Delivery) and senior managers within the Sustainable Transport team and wider Infrastructure department,  with the delivery of project work.  

Delivery of projects over a wide range of disciplines from concept development through to implementation; involving multi-disciplinary teams, external contractors, staff from external bodies and community representatives.  The scope, value, duration and range of stakeholders for each project will vary to meet the service needs of the Sustainable Transport Team. The role takes forward the Norfolk Local Transport Plan, by enabling people to choose active and sustainable modes of travel.

Reviewing and monitoring specific projects as defined within the team’s forward plan and liaising and reporting to  senior officers and relevant working groups on matters relating to resource, schedule and budgetary control of projects. 

Financial reporting and preparation of claims, procurement and contract procedures, and assisting with establishing, implementing and maintaining systems and procedures for the control and delivery of projects. This role will involve assisting in establishing the necessary project support systems required to operate the procedures.

To support and deputise for the Project Manager (Strategy and Delivery) as required.


	Context – 


	The Infrastructure Department leads the delivery of Norfolk County Council’s Local Transport Plan and related policies and strategies, and within the Infrastructure Department, the Sustainable Transport team focuses on all active and sustainable modes.  Work is delivered through significant and high-profile partnership working with diverse stakeholders and management of a complex mix of human and financial resources.  Projects ranges from high-level, high-value strategic initiatives, to small-scale interventions in collaboration with local organisations, communities and volunteers.  This role will ensure funding is used to deliver key Local Transport Plan priorities and outcomes.


Against an increasingly challenging backdrop where the public sector needs to find more effective ways of delivering its services this post holder will need to demonstrate an innovative approach which embraces new ways of working, with a particular focus on  partnership working, including community and business sector involvement such as with transport operators, Transport East and Walk Wheel Cycle Trust.

You will be a member of the Sustainable Transport Team within the Infrastructure Department.




	Accountabilities - 

	Under general direction of Senior Projects Officer to deliver smaller bespoke projects or work with other members of the project team on larger more complex projects to agreed  timescales in line with corporate project management standards, taking responsibility for creating and motivating Project teams as appropriate.  Working to ensure speedy and effective start up to agreed standard and overall direction. Covering the following key work areas.

· Identify resources for delivering externally funded project work
· Coordinate the delivery of projects from concept through to implementation
· Develop and support partnership working with external stakeholders
· Review and monitor project resources, programmes and budgets
· Produce financial and activity reports and prepare claims
· Prepare project initiation documents, briefs and procure works and services
Maintain systems and procedures for the control and delivery of projects using established systems, processes and protocols


	Work effectively as part of a well-coordinated team to achieve agreed objectives. This will include working with customers, suppliers and management of project team resources, making maximum use of deployed resources using matrix management skills.


	Identify risks and issues and recommend control measures and actions for individual projects. Develop and maintain sufficient knowledge of the project programme to help support and inform management decision making.


	Provide and maintain programme and management information on the full range of projects within the Sustainable Transport team. Utilise this information to provide accurate and timely advice to managers on the status, delivery and financial health of projects.


	Work with stakeholders, project boards, and project teams to ensure that projects meet business requirements, specifically ensuring the benefits realisation plans are in place and delivered. Calculate the ROI for projects and monitor it throughout the course of a project.


	Ensure effective project communications so that all stakeholders receive timely accurate and appropriate information and are able to provide their input to the project.


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


	Based on defined responsibilities take accountability for ownership of project deliverables and day to day management of project issues including escalation where required.


	Monitor and review effectiveness and recommend changes where required.  Organise (as required) and attend relevant promotional/community events.


	Keep up to date with relevant policy developments and use
these as the context for the project development.


	Contribute to the effectiveness of the service through positive support and joint working with colleagues throughout the County Council and the wider stakeholder group.


	To have an understanding of relevant design standards and keep up to date with any amendments to the these or relevant policies.





	Person Specification


	Qualifications:

	Essential
	Desirable

	A relevant degree or previous relevant experience of project management in a sustainable transport-related field or equivalent transferable skills and experience

PRINCE2 Practitioner, or equivalent other qualification or experience

	Member or working towards membership of appropriate professional Institute or equivalent professional body


	Knowledge/Experience:

	Essential 
	Desirable 

	Previous relevant experience of project management or equivalent transferable skills and experience

Previous experience of working in a sustainable transport-related field

At least one year’s project management experience with a local authority or similar organisation.

	Proven track record of delivering projects in a complex business environment.

Assisting in the process of preparing documents for Statutory Procedures, Land Acquisition and Public Enquiries by producing plans, schedules and documentation, so that all statutory requirements of schemes can be fulfilled.

Completing preliminary and feasibility studies to assess the economic and engineering viability of proposed schemes.


	Skills:

	Essential
	Desirable

	Initiative and skills to develop solutions and work plans based on business demands and objectives

Proactive and dynamic in solving problems

Takes responsibility for project deliverables

Able to understand, interpret and disseminate policy in understandable format to non-specialists

Excellent written skills and understanding of ICT work packages

Good verbal communications skills including public presentations at meetings and conferences


	Good understanding of a range of publicly available grant funding institutions including government (Active Travel England), Lottery, and EU 

Basic knowledge of sustainable transport legislation and  the planning system 

Basic knowledge of GIS computing.

PowerPoint and accounts packages
Excel knowledge

Undertaking preliminary/detailed scheme investigation, developing tender documents, site inspections, data collection and analysis.

Preparation of technical documents and drawings.





	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 


	The position may require National and European travel as well as occasional weekend and evening working. The position may also require travel to locations in the UK (for example to attend conferences or conduct site visits).  




	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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