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Job Description:	
Project Officer

Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Assistant Project Officer


	Service:
	Environmental Services


	Team:
	Parks & Countryside


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Project Officer


	Responsible for:
	N/A


	Our Organisational Values 

	Collaboration
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	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.



	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.


	Value for Money
[image: A black background with a black square

Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.


	
Principal purpose of the role

	Project manage individual projects or assist with the project management of a variety of projects on Council owned land across the borough ensuring that projects are delivered on time and within budget
Undertake customer and stakeholder consultations in relation to infrastructure improvements
Identify, seek and use funds such as s106/CIL and external grant funding to assist with project delivery

	Main duties and accountabilities

	Undertake and implement the delivery of identified improvement projects such as; greenspace infrastructure, playgrounds, sports facilities, tree planting projects and IT software development e.g. databases used by the service for customer contacts etc. through effective project management to deliver service plan and corporate priorities
Responsible for identifying potential s106 and CIL monies from local development to supplement and maximise Council budgets to assist project delivery within the service
Responsible for ensuring the Councils Exacom system is fully updated with s106/CIL/PIC spends during and after the delivery of projects
· To seek and secure external funding to assist with project delivery across the service wherever possible in order to maximise Council budgets and ensure value for money
· Undertake customer and stakeholder consultations through appropriate means to ensure effective participation and accurate representation of views and opinions sought in relation to service and infrastructure improvements.
· Procurement of contracts and services as required in accordance with the Council’s procurement rules and scheme of delegation
· Monitor and control the operation of the contractors and suppliers working for the council ensuring contract compliance 
· Work with partners, user groups and other organisations on the pro-active development of new facilities including consultation, specification & tendering and implementation
· Helping to raise the profile of the service when required through website and Facebook pages.  This will involve the editing, updating and the posting of news stories or information as they occur from across the Parks & Countryside Service
· To deal with routine enquiries, both written and verbal, from members of the public, officers, councillors and others in relation to greenspaces and projects
· Delivery of excellent service to all customers in line with published service standards
· To carry out any other duty as commensurate with the level of the post

Business Continuity 
Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required

	

Dimensions of the role

	Budgets – Helping to deliver projects making use of available capital budgets, circa £30K - £500K
Involved in the identifying and making best use of S106, PIC and Community Infrastructure Levy monies arising from development gain
Seeking and identifying external grant funding to support and also completely fund projects of the Council.  
Procurement of tenders for supplier or contract works, in accordance with the Council’s Contract Procurement Rules

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Project management of specific projects and ensuring the delivery on time and within budget through effective liaison and delegation with other members of staff and stakeholders
The post holder will be expected to be able to work effectively without supervision, use creative thinking, research best practice, determine own targets, work priorities and deadlines for work making effective use of available resources and knowledge to complete a project
Responsible for using grant funding and s106/CIL funds, using own initiative to source new areas where potential grant funds can be identified
Ensure that administrative systems for monitoring s106/CIL/PIC spend are adequately maintained and updated during and after project delivery
The post holder will be expected to demonstrate awareness of the political environment they work in and a general understanding of the views of Council members
Regular contact with elected members on matters affecting greenspaces and play spaces
Consulting and engaging with Council customers to ensure services are delivered well and that the Community is fully engaged with the Council
Overseeing the work of contractors working for the Parks & Countryside service and agreeing payment, ensuring contract compliance
Any issues that may be controversial or have policy implications should be discussed with the line manager

	Planning/Organising/Controlling

	· Organise own workload
· Ensure that projects are thoroughly planned, researched ensuring adequate documentation in produced and all stake holders identified
· Work with partners and stakeholders to assist in service delivery, initiatives and projects to better manage the Council’s parks and open spaces 
· Manage and deliver a variety of projects at any one time; working to deadlines and set budgets
· Apply for external funding and s106 and CIL funds
· Plan, write and source information to provide concise and effective written material, including the writing of clear specifications for work for procurement purposes
· Providing regular verbal, email and written reports to Councillors, Senior Management and all relevant stake holders

	Customers and Contacts

	Internal
· Officers from other departments at all levels, including Assistant Directors, Directors and Executive/Chief Officers.  Elected council members and portfolio holders
External
· County Council, Town & Parish Councils, Sports Clubs and Organisations, Recreation Ground Committees, Advisory Bodies & National Organisations, Members of the public, Contractors and Partner Agencies, Statutory Undertakers, Neighbouring Local Authorities, Planning Applicants and their agents or advisers


	Service/Team Structure

	Greenspaces Manager




	Head Ranger

Project
Officer

Principal Arboricultural Officer
Promotions & Project Officer
Greenspaces Contract 
Officer



Assistant Project Officer
Contract Monitoring 
Officer

Events Officer
4 x Rangers



Seasonal Ranger


		Arboricultural Officer
Assistant Arboricultural Officer




2 x Arboricultural Inspectors

Arboricultural Technician






PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience
	Degree or similar level qualification or knowledge gained by experience
	A/C
	Project Management Qualification (Prince 2 or equivalent)
	A/C

	
	Experience of project management
	A/I
	PSS Live (Public sector software) experience
	A

	Knowledge /Technical Skills


	Computer literate and confident using MS Office software
	A/I
	Experience of working with the public on improvement and development projects
	A/I

	
	Experience of dealing with the public
	A/I
	Awareness of Safeguarding
	A/I

	
	
	
	Experience of writing funding bids
	A/I

	Communication

	Effective communication skills, written and verbal
	A/I
	Experience of social media in a work setting
	A/I

	
	Able to converse with all levels of officers, Councillors, and other external bodies
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment
	I
	Experience of Consultations and/or gaining feedback from the public

	A/I

	
	Excellent customer service & ability to deal with difficult people & manage conflict positively
	A/I
	
	

	Team Working
	Experience of working effectively as part of a team
	A/I
	
	

	
	Capable of building constructive and productive internal and external relationships
	A/I
	
	

	Managing self and others
	Capable of prioritising tasks, determining targets to meet competing demands 
	A/I
	
	

	
	Stays calm and focused under pressure
	A/I
	
	

	
	Ability to work within budgets and time constraints
	A/I
	
	

	
	Good organisational ability
	A/I
	
	

	Can do approach / Achieving results
	Adaptable, Dynamic and resourceful individual
	A/I
	
	

	Special Requirements


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet
	A/I
	
	

	
	Full and valid driving licence 
	A/I
	
	

	
	To be available for work outside normal office hours
	A/I
	
	



How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment



	
For Official Use only

	Job title:
	Assistant Project Officer
	Post no:
	

	Service:
	Environmental Services
	JE score:
	

	Team:
	Parks & Countryside
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	3
	

	
	Customer Service:
	2
	

	
	Team Working:
	3
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	
	Date:
	

	Checked in:
	…?
	Date:
	

	Last Updated:
	
	Date:
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