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Job Description
SENIOR PROJECT OFFICER 

	Service:
	Corporate Portfolio Office and Hub 
	Team:
	Programme Office 

	Location:
	County Hall, Preston/Home 

	Salary range:
	£34,373-£39,571
	Grade:
	9

	Reports to:
	Tracey Boswell 
	Staff responsible for:
	None 



	Job Purpose

	The post is within a professional corporate programme and project office delivering projects across the county council. 
The main purpose is to work closely with client directorates providing support to ensure projects are defined, scoped, controlled, and implemented successfully. 
The postholder may work with other project managers supporting the delivery of large-scale projects and/or may work to deliver small to medium sized projects independently.  

	Accountabilities/Responsibilities

	
· To lead on planning and implementing small to medium sized projects across the county council 
· To work with senior officers to define and scope projects 
· To define project tasks and resource requirements 
· To develop project plans and schedule project timelines 
· To co-ordinate project staff and provide direction and support to project teams 
· To track project deliverables using appropriate tools 
· To monitor and report on project progress to all stakeholders 
· To implement and manage project changes
· To produce reports on progress, problems, and solutions 
· To evaluate projects and provide assessments of results 


	Other
The postholder may work with other project managers supporting the delivery of large-scale projects and/or may work to deliver small to medium sized projects independently.  

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 



· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.



	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




	

Person Specification
SENIOR PROJECT OFFICER 

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Degree in relevant subject* 

	· Formal project management qualification*

	Experience 

	· Direct work experience in a project management capacity* 

	· Two years minimum experience of working in a project environment delivering projects as part of a project team

	· Demonstrable experience of applying recognised project management tools and techniques  

	· Experience in change management and/or working in a change environment 

	· Experience of building effective relationships including working with senior stakeholders 

	· Experience of working across services and teams

	Essential knowledge, skills & abilities

	· Knowledge of both theoretical and practical aspects of project management 

	· Knowledge of project management tools and techniques 

	· Planning and organisation skills including the ability to delegate 

	· Excellent written and verbal communication skills  

	· Ability to influence and lead 

	· Sound analytical and problem-solving skills  

	· Ability to manage conflict and negotiate with others to achieve success 

	· Ability to be adaptable 

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.
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