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	Department:

	City and Neighbourhood Services 

	Post number:

	NIPO004

	Section:

	Neighbourhood Services - Community Funding and Neighbourhood Integration


	Job title:

	Project Support Officer (Complex Lives) 

	Grade:

	Grade 7





Main purpose of job
The post-holder will report to the Project Manager (Complex Lives) and will be responsible for:

Providing professional support and coordination of activities to deliver the Complex Lives prototype contributing to the achievement of the strategic and operational objectives.  

Providing day-to-day project management ensuring objectives are clearly defined and achieved within the agreed time frames. identifying and expediting priority actions in a timely and effective manner.

Supporting a range of partners to deliver Complex Lives, ensuring an understanding of structures, processes and organisational responsibility to achieve desired outcomes.

Ensuring compliance of funding agreements, monitoring and financial claim processes and associated resource and administration management as required by the project.

Developing and maintaining strong working relationships with all key stakeholders and partners in support of the effective delivery of Complex Lives. 

Encouraging and enabling integrated working across council departments and services as may be required to assist in the delivery of the Complex Lives prototype and supporting activities.
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Summary of responsibilities and personal duties

1. Support the coordination of work and practice to establish preventative approaches to supporting people with complex lives.

2. Support the organisation and management of weekly MDT meetings, coordinating referrals, ensuring and attending all follow-up and case management meeting as required. 
 
3. Support the management of a co-located team, developing appropriate governance and delivery structures to co-ordinate the exchange of accurate and relevant personal information between partner agencies adhering to all data protection guidance.  

4. Assist the Project Manager and partner agencies of the MDT to ensure that all relevant members are familiar with process and performance documentation and understand their responsibilities within the membership.

5. Monitor and report against programme and project milestones and provide assurance on delivery to the Project Manager, senior management, elected members, complex lives steering groups and the strategic leadership group. 

6. Build and maintain programme and project plan(s) and provide effective leadership and management to deliver stated objectives of the project. 

7. Ensure lessons learned from complex lives cases are used to help influence system change.
 
8. Record and retain referrals, actions and performance data to enable continuous improvement and provide performance management reports to the Complex Lives Steering Group as required.

9. Oversee and manage an Outcome Star evidence-based system to measure meaningful change for clients and partners.

10. Assist in the production of timely committee, briefings, performance management and financial reports and attend appropriate committees, corporate management teams, programme boards as and when required.

11. Maintain effective working relationships and communication with stakeholders, both internally and externally, to ensure effective delivery of Complex lives Multi Disciplinary team (MDT).

12. Develop and implement effective communication strategies in collaboration with all partners to ensure that all necessary information is cascaded. 

13. Keep under review new developments and best practice in the fields relating to vulnerability and make appropriate recommendations for change and share knowledge where possible.

14. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme.

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. 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.

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

18. Undertake the duties of the post in such a way as to enhance and protect the reputation and public profile of Belfast City Council.

19. Undertake other such relevant duties that may from time to time be required.


This job description has been written at a time of significant organisational change, 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.   
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Essential criteria

Qualifications and experience

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

· have a third level qualification in a relevant subject, such as Business Management, Public Administration, Policy and Research, or equivalent relevant qualification 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 areas; or
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following areas:

(a) providing a full range of executive administration and secretarial services at management level;
(b) identifying and expediting priority actions and deliverables in line with project priorities, ensuring timely delivery; and
(c) effective engagement and relationship management with a range of internal and external stakeholders.

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, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the aforementioned areas (a) – (c), or can demonstrate at least three years’ relevant experience in each of the aforementioned areas (a) – (c).






Special skills and attributes

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

Communication skills: effective written and oral communication skills with a good standard of literacy and comprehension with the ability to compose reports and letters on relevant issues.

Information Technology skills: the ability to use specialist software and systems and an understanding of how computer programmes and new technology can increase business efficiency.

Analysis and decision-making skills: the ability to undertake analysis and make day to day decisions in an effective way to achieve priorities and targets.

Work planning skills: the ability to effectively plan and prioritise work and demonstrate a proactive, creative and disciplined approach to work, with evidence of exceeding targets and objectives.

Team-working skills: the ability to work effectively as part of a team with a view to achieving team goals and objectives.

Customer care and political sensitivity skills: good interpersonal skills with the ability to respond appropriately to the public, elected representatives and other external agencies in a helpful and positive way, meeting their needs and having an awareness of the need to create a good impression to enhance and protect the image of the council.

Partnership working skills: the ability to develop positive working relations across a range of public sector, voluntary and statutory partners and to work collaboratively with people from different professional and organisational backgrounds.
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