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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:
	Project Officer


	Service:
	Regeneration and Planning Policy


	Team:
	Corporate Projects


	Location:
	The Burys, Godalming, Surrey, GU7 1HR / HYBRID with 1 -2 days in the officer per week as a minimum


	Reporting to:
	Development Programme Manager


	Responsible for:
	N/A


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Team Work
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.


	
Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.


	
Principal purpose of the role

	Lead on the project management of long or short term projects on Council owned land across the borough up to the value of £250,000
Assist and provide project support to the Development Programme Manager or Capital Projects Manager in the project management of other major capital projects, in line with the Council’s Strategic Priorities

	Main duties and accountabilities

	Project Management
· Undertake and implement the delivery of identified capital projects through effective project management and programme support 
· Draft and monitor all required project documentation including the Business Case, Project Initiation Document, Risk Register, Project Plan, Action Log and change control logs
· Set up and manage agendas and actions for Project Working Groups and Programme Board meetings 
· Support the Project Team to monitor budgets through the processing of Purchase Orders and Invoice tracking 
· Deputise for the Project or Programme Manager to monitor and control the operation of contractors 
· Ensure project authorities are in place and routes for the relevant approvals are mapped in line with the Council’s Scheme of Delegation 
· Support the Project Team with the tendering and appointment of contractors in accordance with the Council’s procurement regulations
· Liaise with legal team in the finalisation of contracts and any advice that may be required
· Management of project documentation across the programme 
Stakeholder Management
· Undertake user surveys/consultation and community engagement to seek views of customers and to also analyse the results received
· Work with partners, user groups and other organisations on the pro-active development of new facilities including facilitation of consultation events
· Update relevant project web pages to ensure project information is kept up to date 
· To deal with routine enquiries, both written and verbal, from members of the public, officers, councillors and others in relation to the allocated projects
Other
· Delivery of excellent service to all customers in line with published service standards, including provision of advice and assistance to all customers.  Ensuring the customer receives a prompt and complete response to their enquiry or issue, responding appropriately by telephone, in writing, by e-mail or in person and re-directing as appropriate to the relevant officers or partners

· 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

	Involved in delivering strategic projects that achieve the Council’s corporate objectives and make real impact to our residents 
Liaison with a wide variety of teams in the Council to deliver the projects


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

	Project management with responsibility for the day to day delivery of specific projects and associated budgets
Co-ordinate complex work streams ensuring the organisation is joined up in its approach to projects, saving Officer time  
Undertake procurement exercises in accordance with the Council’s procurement rules
Regular contact with elected members on matters affecting allocated projects
Explore and provide solutions to issues.
Mitigating and managing risks.
Any issues that may be controversial or have policy implications should be discussed with the line manager

	Planning/Organising/Controlling

	· Organise own workload
· Work with partners and stakeholders to enable project delivery
· Ensure change control procedures and correct sign offs for project documentation
· Manage and deliver a variety of projects at any one time; working to deadlines and set budgets
· Identification of funding sources
· Identify project outcomes, benefits and monitor project progress
· Assign tasks and support colleagues to undertake them
· Providing regular verbal, email and written reports to Councilors, Senior Management and all relevant stake holders

	Customers and Contacts

	Internal
Officers and elected members. Other departments & services including assets, parks and countryside, leisure, housing, planning, policy, legal 
External
General public, town and parish councils, Surrey County Council, statutory bodies, funding organisations, sports clubs, voluntary conservation groups, resident and ‘Friends of’ groups and contractors










	Service/Team Structure 
Funding and Project Officer


	Assistant Director

Projects Officer

Capital Projects Manager x 3
Development Programme Manager
Director




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 experience
	A/C
	Project Management Qualification (Prince 2 or equivalent)
	A/C

	
	Experience of project management
	A/I
	
	

	
	
	
	
	

	Knowledge /Technical Skills


	Robust skills in Microsoft Office software, including Word, Excel, PowerPoint
	A/I
	Experience of working with the public on improvement and development projects
	A/I

	
	Experience of writing Project Plans etc 
	A/I 
	Experience of managing risks
	A/I

	
	
	
	Awareness of Safeguarding
	A/I

	
	
	
	
	

	Communication



	Strong communication skills both verbal & written
	A/I
	Is a confident and effective presenter
	A/I

	
	Experience of dealing with the public
	A/I
	
	

	
	
	
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

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

	Ability to work unsupervised
	A/I
	
	

	
	Ability to prioritise workloads
	A/I
	
	

	Can do approach / Achieving results

	Adaptable, Dynamic and resourceful individual
	A/I
	Proven track record of achievement in a comparable environment
	A/I

	
	Able to work on own initiative and to plan, organise and prioritise own workload and determine targets and deadlines

	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.	Comment by Debbie Smith: Do we still require this?
item
	A/I
	Full and valid driving license 
	A/I

	
	
	
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle 

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:
	Project Officer 
	Post no:
	

	Service:
	Commercial Services
	JE score:
	

	Team:
	Corporate Projects
	Pay band:
	TBC

	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:
	2
	

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	Debbie Smith
	Date:
	12th Feb 2026

	Checked in:
	
	Date:
	

	Last Updated:
	
	Date:
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