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Job description

	Date:
	17 February 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post ID number:

	TSPO003

	Section:

	City Services

	Job title:

	Systems and Project Support Officer 

	Grade:

	Grade 7


_____________________________________________________________________

Main purpose of job

Reporting to the Lead Officer – City Services, the post will have responsibility for:

Supporting the smooth operation of IT systems within City Services including providing technical support to all users, maintaining systems and data, solving user issues, creating procedures and implementing and supporting legislative changes and system updates.

Providing project support within City Services for any system related projects including working with different stakeholders to develop project plans, track progress, manage the risk process, monitor and report on budgets and co-ordinate project documentation.

The production and collation of service performance, management, and statistical information as required.




Summary of responsibilities and personal duties

1. Provide System Administration support for all systems utilised by City Services including technical support for all users, maintaining systems and data, solving user issues, creating procedures and implementing and supporting legislative changes and system updates.

2. Establish and manage project processes to support the implementation of new systems/system developments by collaborating with stakeholders to develop the project plan, track progress, manage risks, monitor and report on budget and coordinate all project documentation.

3. Act as the main systems point of contact for City Services, addressing system issues and user requests directly and escalating unresolved matters to Digital Services as required. 

4. Assist with the preparation of tender specification and contract documentation relating to any system replacement/developments as required.

5. Undertake relevant systems research and bench marking to support with the development of best practice processes and procedures.

6. Provide advice and guidance to senior managers and other staff on all systems and related processes and procedure, including addressing any associated issues.

7. Support the implementation of any new system/update/legislative change including design, configuration, integration, testing and training.

8. Coordinate the production and collation of statutory returns, service performance data and statistics for reports (including committee reports) in accordance with council policies, procedures and timetables.

9. Conduct regular reviews of internal systems and processes to ensure that procedures and workflows are efficient, effective and optimised across existing and any new systems. 

10. Responsible for the quality and cleansing of data to ensure compliance with service data retention and disposal policies and be responsible for user testing and any remedial updating of the system to resolve issues.

11. Assist in the identification of training and development needs for system users and develop and implement training programmes to ensure staff are confident and competent in using all service-related systems and procedures. 

12. Manage any staff, that may be assigned to the post holder to ensure effective service delivery including setting priorities, managing workload, motivating and devising and implementing a robust staff training and development programme/plan.

13. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

14. Participate as directed in the council’s recruitment and selection procedures.

15. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

16. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

17. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.



Employee specification

	Date
	17 February 2026


__________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post ID number:

	TSPO003

	Section:

	City Services

	Job title:

	Systems and Project Support Officer 

	Grade:

	Grade 7


__________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:

· have a third level qualification or equivalent in an Information Systems/Information Technology related subject and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas: 
or
· be able to demonstrate examples on the application form, by providing personal and specific, at least two years’ relevant experience in each of the following three areas:

(a) experience in the review, design, implementation and testing of computerised systems;  
(b) assisting in project planning, including monitoring and reviewing plans and adhering to project budgets and timelines; and
(c) managing team members in relation to programming workloads and adhering to project deadlines and objectives.


Desirable criterion

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms, either possess a relevant third level qualification and can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the above noted areas (a) – (c), or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the above noted areas (a) – (c).

Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes, which will be tested at interview:

Interpersonal and influencing skills: the ability to build rapport and maintain the engagement and commitment of others to secure their support in the delivery of council projects.

Communication skills: The ability to write reports, memos and letters on complex or sensitive issues. Effective oral communication skills with the ability to address groups and meetings clearly and to listen and understand divergent opinions and convey complex information.

Team leadership and team working skills:  Effective leadership skills capable of making a full contribution to team decision making with a track record of working with a number of teams and leading on change. 

Performance management skills: The ability to performance manage projects, including the setting of objectives and targets, monitoring criteria and evaluation performance measures.

Information technology skills: The ability to understand how information technology can improve business effectiveness, be innovative in its application and be able to specify requirements with precision.  The ability to operate specialist software packages and to advise users, identify problems with hardware, software or user operation and offer solutions.

Systems development skills: The ability to review and implement systems and processes required to maintain the effective and compliant operational procedures for the service and to deliver up-to-date management information. 

Customer care skills: An understanding of customer care and consultation principles and the need to respond to client and customer demands.

Analytical and decision-making skills: The ability to analyse complex situations and take appropriate decisive action using the data that has been gathered with an understanding of the possible wider corporate implications of such action.

Project Management and Work planning: The ability to determine organisational priorities and resource requirements for complex projects and manage allocated workload on the basis of available resources.


______________________________________________________________________________
Systems & Project Support Officer
04/03/26
