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Job DescriptionPRIVATE 

JOB TITLE
:
Place Project Officer

GRADE



:
Grade 9
POST NO



:
4195
SERVICE



:
Place Directorate
UNIT




:
Public Realm
REPORTS TO


:
Public and Greenspace Manager
RESPONSIBILE FOR

:
NA
LIAISON WITH


:
Service Leads in “Place”, Members, Senior Staff of the Council and other organisations, Statutory Undertakers, Contractors, Local interest and voluntary groups, and members of the public
PURPOSE OF JOB

Delivery of a wide range of projects to improve and enhance “Place”. These will be primarily capital funded and delivered through external contracts.
MAIN ACTIVITIES

1. To identify, shape, procure and deliver a range of projects primarily within the Place Directorate to enhance the city environment and improve service delivery. 
2. To match project delivery to Council objectives and priorities, liaising with other services as required to ensure the best outcomes are achieved for the council and residents.   

3. Co-ordinate and plan project delivery, develop project scope and objectives, produce project plans, apply technical and quality strategies, and ensure technical feasibility
4. Undertake and monitor overall project risk, adopt appropriate verification measures to manage change and progress, and ensure transparent and effective project management through each project

5. Oversee procurement of all consultants and contractors, preparing all briefs and contract documentation.
6. Undertake and be responsible for financial management of individual projects to ensure budgetary control is exercised and achieve compliance with financial regulations.
7. Make proposals for capital improvement schemes. 
8. Institute and maintain communication strategies for stakeholders on a project by project basis, with particular regard to elected members. Undertake and maintain good levels of consultation and liaison with all relevant stakeholders.
9. To manage resource availability and allocation and identify potential project convergences to optimise value for money
10. Manage relationships with clients and stakeholders
11. To advise service leads of the level of resources required to meet demand and service standards 
12. To support operations across the whole Directorate where required

13. Such other duties relevant to the post and grading relating to the job description overall which may from time to time be deemed appropriate.

DATE LAST UPDATED:  August 2017

Person SpecificationPRIVATE 

JOB TITLE
:
Place Project 



Officer
GRADE
:
Grade 9
POST NO
:
4195
SERVICE
:
Place Directorate
UNIT

:
Public Realm
	SELECTION CRITERIA
	ESSENTIAL

(
	DESIRABLE

(
	CATEGORY

	QUALIFICATIONS & KNOWLEDGE

Degree in Engineering or an associated discipline
Post graduate diploma in project management or similar 
Excellent IT knowledge with recognised qualifications in pertinent applications such as CAD
Recognised Health and Safety qualification or studying towards


	(
(
(

	(

	A, C

A, C

A, C

A, C



	EXPERIENCE & SKILLS

Experience of delivering high quality high value projects within timescales and budgets.
Ability to identify, analyse and implement
 effective solutions and processes and 
communicate these to a wide audience
Experience of risk-based health and safety assessments and interventions 

Proven track record of delivering multiple projects simultaneously 
Proven track record of working with complex logistics 
Experience of leading a multi-disciplinary team encompassing a wide range of disciplines and skill levels 
Excellent IT skills
Good organisation skills particularly in respect of time,budget and project management


	(
(
(
(
(
(
(
(
	
	A, I, R 

A, I, R 

A, I, R 

A, I, R 

A, I, R 

A, I, R 

A, I, R 
A, I, R 



	SPECIAL REQUIREMENTS & ATTITUDE 
Excellent written, verbal and presentational communication and interpersonal skills across a range of audiences
High level problem solving skills

Robust and self motivated, able to work on own initiative 

Ability to assess project risks  and devise solutions for their management

Negotiation skills
	(
(
(
(
(
	
	A, I, R 

A, I, R 

A, I, R 

A, I, R 

A, I, R 



	OTHER

Evidence of CPD and personal development


	(

	
	 A, I, C



COMPLETED BY:
PAUL FAULKNER   PUBLIC AND GREENSPACE MANAGER

DATE: AUGUST 2017


CATEGORY: A – Application, C - Certificates, T – Testing, I – Interview, 



 R - Reference

Place Project Officer

