WOKING BOROUGH COUNCIL
JOB PROFILE

Job Description

Job Title:		Project Support Officer		

Pay Grade:		W3	

Directorate:		Corporate Resources

Team:			Transformation and Digital Services	

Reporting to:	Digital Programme Manager	

Budgetary Responsibilities:

   N/A

Job Purpose:

To assist in delivering digital change programmes that meet the strategic priorities of Woking Borough Council.
To support the Digital Programme Manager and wider Digital Services team to achieve objectives for multiple projects, carrying out specific administrative and reporting procedures.
To assist in managing digital contracts, including coordinating quotes, raising purchase orders, and monitoring contract terms.


Main Tasks:

1. Provision of administrative support to the Digital Programme Manager and wider Digital Services team.
2. Assist with the compilation of regular and / or ad-hoc reports and presentations as required.
3. Assist in the development and maintenance of standards of project management, templates, and processes within the team.
4. Supporting the team to ensure the portfolio of tasks is planned, managed, and delivered effectively.
5. Organisation of meetings and workshops, including diary coordination, minute-taking, report writing, and follow-up actions.
6. Acting as a reference point for digital project enquiries.
7. Maintenance of project documentation and establishment of document control procedures.
8. Liaison with the Transformation Service’s PMO function to support coordination of the entire portfolio of change across WBC.
9. Assisting with contract management, including responsibility for raising purchase orders, goods receipting, checking invoices for accuracy, and passing invoices for payment to Finance.
10. Provision of any additional project support as required.


People Management: N/A

Service Management: N/A

Financial Responsibility: N/A

Other Responsibilities:
· To provide the service in accordance with the Council’s Vision & Values statements.
· To collaborate effectively with colleagues in delivering a high quality service through excellent team working and good communication.
· To provide excellent customer service.
· Adoption and development of new ways of working.
· To manage projects in accordance with the Councils project management standards.
· To ensure that all digital, data, and technology upgrades / implementations adhere to the WBC Change Control Procedures.
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.



Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Good general level of education, including literacy and numeracy
· Further education qualifications or equivalent (A levels or higher)
· Advanced computer literacy (Excel, Word, SharePoint)
	E

D

E
	A

A

A/I

	Experience
	· Excellent organisational skills
· Effective communication skills, both written and oral
· Able to demonstrate accuracy and attention to detail
· Experience of organising meetings, minute-taking, and carrying out administrative duties
· Experience of arranging and/or facilitating events
· Ability to prioritise competing demands
· Knowledge / experience of project management techniques
· Ability to deal effectively with enquiries which may require investigation, research, and explanation
· Ability to resolve and respond independently to a variety of situations
· Ability to produce work to a high quality
· Knowledge of Local Government processes

	E
E

E

E


D
E

D

D


E

E
D
	A/I
A/I

A/I

A/I


A/I
A/I

A/I

A/I


A/I

A/I
A/I

	Special Requirements
	· Ability to work on a variety of activities at the same time

	E
	A/I






Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	No
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 



Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job adver
