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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods and Housing
	POSITION NO:	 


	SECTION:

	Strategy and Development Team
	GRADE:		 8


	JOB TITLE:

	Project Officer
	DATE PREPARED:	December 2016

	EVALUATION DATE:
	19 December 2016
	[bookmark: Text24]JE NUMBER:      	NC3957




	ROLE & PURPOSE OF JOB: 

The main purpose of the post is to provide skilled and experienced technical input and project management for the Neighbourhood Renewal programme, providing a strategic approach to transforming Hull's housing market and improving the quality of lives for people across the City.  

The post requires a high level of knowledge and skill in planning, communication and influencing as well as technical expertise in order to contribute to robust business cases for specific schemes. The strategic nature of this post resides in the need for the post holder to possess influencing and negotiating skills in addition to high level technical expertise.
 
To work with the Strategy and Development Manager; Project Managers/Co-ordinators; other project staff and regeneration partners to develop, implement and co-ordinate specific projects and initiatives to deliver the programme within agreed frameworks and timeframes.

Working within a team some Project Managers/Co-ordinators/Officers will focus on establishing capital projects including business case development, procurement and contract management, some will focus on stock and scheme appraisals, others on sustaining and development of effective partnerships to deliver regeneration. All will form a single team and need to be interchangeable in their knowledge and approach to cover for holidays and sickness and to manage intensive periods of work in one or other areas.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Strategy – 

1. To commission and manage feasibility and condition studies to inform options appraisals.
2. To contribute to options appraisals, regeneration plans and business cases for new build housing developments, mixed tenure developments and other new housing initiatives. 
3. To contribute to Cabinet reports to ensure appropriate approvals are secured for individual projects.  
4. To contribute to officer decision records for a range of decisions.
5. To agree with the project team the most appropriate procurement strategy for individual projects to ensure value for money and effective and efficient programme delivery. 
6. To contribute to technical specifications for projects and contribute to evaluation and appointment of contractors/developer partners. 
7. To play a key role in land transfers to partner organisations in partnership with the legal team and partners. 
8. To collaborate with senior managers, delivery teams, technical, financial, legal and other specialist advisors.  
9. To contribute to funding bids to a range of funders.  


	2.
	Customer Focus – 

1. To communicate projects in a range of media and formats to ensure engagement of all stakeholders.  
2. To collaborate with a range of regeneration partners and communities to establish and deliver joined-up, fit for purpose and affordable regeneration projects to transform Hull’s Housing Market. 
3. To provide key support for the regeneration mission of the Council, represent the programme at a range of events and ensure that stakeholders are fully consulted and engaged.  
 

	3.
	Performance Management – 

1. To co-ordinate specific work streams, and oversee consultants and contractors to deliver new housing; mixed use developments; re-modelling/improvement schemes; and other new housing initiatives and ensure that targets and timeframes are met.
2. To co-ordinate and administer meetings to monitor project progress, issues and risks.  
3. To provide update reports to inform of progress on key project milestones and issues in a range of media for a range of audiences. 
4. To take a key role in issue resolution and risk management for specific projects. 
5. To monitor financial transactions for specific projects to inform budget monitoring and reporting. 
6. To contribute to compliance with funding agreements with a range of funders including grant profiling, grant claims and audit compliance. 
7. To ensure quality of the works delivered by advisors and contractors is in accordance with the scope of works and project specification.  


	4.
	Statutory Obligations – 

1. To ensure that the client role under the Construction Design and Management Regulations 2015 are fulfilled for specific projects. 
2. To oversee that specific projects comply with Planning and Building Regulation requirements.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	[bookmark: Text8]1.	Responsibility for Staff:	
None

[bookmark: Text9]2.	Responsibility for Customers/Clients:	
Extensive client relationships and partnership working required across a range of statutory, private and community organisations.

[bookmark: Text10]3.	Responsibility for Budgets:	
Responsible for transaction monitoring and highlighting any issues to the Strategy and Development Manager.

[bookmark: Text11]4.	Responsibility for Physical Resources:		
Personal Protective Equipment and laptop (where relevant)


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
[bookmark: Text12]The Housing Strategy and Development team is part of the City Neighbourhoods and Housing Service and the postholder will work with a range of teams including:
Senior Management Team
Area Housing Teams
Area Teams
Practice Managers
Housing Investment Team
Tenant Participation
Private Housing   

2.	With Any Other Council Areas
[bookmark: Text13]Support Services (HR , Finance, Legal and IT ) 
Economic Development 
Neighourhood Nuisance and Environmental Crime
Renewals Team 
Planning, Highways, Building Control 
Parks and Gardens
Elected Members 

3.     With External Bodies to the Council
[bookmark: Text14]Developers
Contractors
Social housing providers  
Community and voluntary organisations 
Local and national statutory organisations 
Residents




	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Strategy and Development Manager (grade 12) 

	
	
	

	Other jobs (peers) that report to immediate line manager
Housing Strategy Programmer Leader (grade 10)
Stakeholder Engagement Officer (grade 10)
Project Liaison Officer (grade 6)
	
	This Position
4 x Project Manager/Co-ordinator/ Officer (career grades 8-10)

	
	
	

	
	
	Direct Reports
None











	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Visiting demolition/building sites.  Assess progress in poor/inclement conditions



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	[bookmark: Check1]|X|
	[bookmark: Check2]|_|
	|_|
	|_|
	|_|
	
|_|

	








	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Leading workstreams which include a range of stakeholders with differing views





	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	HNC and/or HND level qualification or equivalent level of experience.
[bookmark: Text31]Specific qualification requirement (if applicable):     
	|_|
	

	CQ, AF

	
	Evidence of continuing professional development and/or membership of a professional body
	

	|_|
	CQ, AF

	
	Project Management qualification (foundation) or equivalent level of experience
	
	|_|

	CQ, AF

	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational level
	|_|
	

	AF

	
	Experience of successfully managing activity and performance targets 
	|_|
	

	AF

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team  
	|_|
	

	AF

	
	Experience of managing client/contractor or partnering relations including dispute resolution
	

	|_|
	AF/I

	
	Experience of project management 
	|_|
	
	AF/I

	
	Experience of engagement and facilitation with a wide range of stakeholders
	|_|
	

	I

	
	Experience of working with communities undergoing change
	
	|_|
	I

	
	Experience of contract management
	
	|_|
	I

	
	Experience of working with housing developers/housing associations
	

	|_|
	I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Influencing skills across all levels 
	|_|
	
	I

	
	Excellent research and analytical skills
	|_|
	
	I/T/P

	
	Ability to prioritise and manage a changing work load
	|_|
	
	I

	
	Excellent partnership working skills
	|_|
	
	AF

	
	Ability to identify risks and propose a range of solutions
	
	|_|
	AF

	4. 
	Knowledge:

	
	Understanding of housing and/or planning policy
	|_|
	
	I/T/P

	
	Good knowledge of Hull’s Housing Strategy and neighbourhood renewal programme. 
	|_|
	
	I/T/P

	
	Good political awareness 
	|_|
	
	I/T/P

	
	Good knowledge and understanding of external funding regimes 
	
	|_|
	I/T/P

	
	Knowledge of procurement, contracting and contract management
	
	|_|
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to communicate verbally  to a high standard and to a diverse range of audiences  using a range of presentation methods 
	|_|
	
	I/T/P

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	|_|
	
	I/T/P

	
	Ability to negotiate and influence
	|_|
	
	AF/I

	
	Ability to challenge constructively
	|_|
	
	AF/I

	
	Written Skills

	
	Ability to write structured and concise reports
	|_|
	
	I/T/P

	6.
	Other:

	
	None
	
	
	     





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	|_|
	N/A
	

	
	Making things happen
	|_|
	N/A
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|_|
	N/A
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory PLEASE SELECT Disclosure from Disclosure Scoland/ Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|_|
	N/A
	AF(after short listing)
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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods and Housing
	POSITION NO:	


	SECTION:

	Strategy and Development Team
	GRADE: 		 9


	JOB TITLE:

	Project Co-ordinator
	DATE PREPARED: December 2016

	EVALUATION DATE:
	[bookmark: Text22]22 December 2016    
	JE NUMBER:      	 NC3960




	ROLE & PURPOSE OF JOB: 

The main purpose of the post is to provide skilled and experienced technical input and project management for the Neighbourhood Renewal programme, providing a strategic approach to transforming Hull's housing market and improving the quality of lives for people across the City.  

The post requires a high level of knowledge and skill in planning, communication and influencing as well as technical expertise in order to contribute to robust business cases for specific schemes. The strategic nature of this post resides in the need for the post holder to possess influencing and negotiating skills in addition to high level technical expertise.
 
To work with the Strategy and Development Manager; Project Managers; other project staff and regeneration partners to develop, implement and co-ordinate specific projects and initiatives to deliver the programme within agreed frameworks and timeframes.

Working within a team some Project Managers/Co-ordinators/Officers will focus on establishing capital projects including business case development, procurement and contract management, some will focus on stock and scheme appraisals, others on sustaining and development of effective partnerships to deliver regeneration. All will form a single team and need to be interchangeable in their knowledge and approach to cover for holidays and sickness and to manage intensive periods of work in one or other areas.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Strategy – 

1. To commission and manage feasibility and condition studies to inform options appraisals.
2. To contribute to options appraisals, regeneration plans and business cases for new build housing developments, mixed tenure developments and other new housing initiatives. 
3. To contribute to Cabinet reports to ensure appropriate approvals are secured for individual projects.  
4. To prepare officer decision records for a range of decisions.
5. To agree with the project team the most appropriate procurement strategy for individual projects to ensure value for money and effective and efficient programme delivery. 
6. To prepare technical specifications for projects and contribute to evaluation and appointment of contractors/developer partners. 
7. To co-ordinate land transfers to partner organisations in partnership with the legal team and partners. 
8. To collaborate with senior managers, delivery teams, technical, financial, legal and other specialist advisors.  
9. To contribute to funding bids to a range of funders.  


	2.
	Customer Focus – 

1. To communicate projects in a range of media and formats to ensure engagement of all stakeholders.  
2. To collaborate with a range of regeneration partners and communities to establish and deliver joined-up, fit for purpose and affordable regeneration projects to transform Hull’s Housing Market. 
3. To provide key support for the regeneration mission of the Council, represent the programme at a range of Boards, Committees and events and ensure that stakeholders are fully consulted and engaged.  
 

	3.
	Performance Management – 

1. To manage and co-ordinate specific projects, consultants and contractors to deliver new housing; mixed use developments; re-modelling/improvement schemes; and other new housing initiatives and ensure that targets and timeframes are met.
2. To lead project meetings to monitor project progress, issues and risks.  
3. To provide update reports to inform of progress on key project milestones and issues in a range of media for a range of audiences. 
4. To take a key role on issue resolution and risk management for specific projects. 
5. To monitor and report on capital budgets for specific projects and escalate key financial risks. 
6. To contribute to compliance with funding agreements with a range of funders including grant profiling, grant claims and audit compliance. 
7. To ensure quality of the works delivered by advisors and contractors is in accordance with the scope of works and project specification.  


	4.
	Statutory Obligations – 

1. To ensure that the client role under the Construction Design and Management Regulations 2015 are fulfilled for specific projects. 
2. To oversee that specific projects comply with Planning and Building Regulation requirements.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:	
Mentoring role for modern apprentices, grade 6 Project Liaison Officer and grade 8 Project Officers (if there are grade 8s in the team)

2.	Responsibility for Customers/Clients:	
Extensive client relationships and partnership working required across a range of statutory, private and community organisations.

3.	Responsibility for Budgets:	
Responsible for monitoring of specific project capital budgets up to c£5m per annum and to escalate any issues which may present a risk to the budget to the Strategy and Development Manager to agree corrective action. 

4.	Responsibility for Physical Resources:		
Personal Protective Equipment and laptop (where relevant)

	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
The Housing Strategy and Development team is part of the City Neighbourhoods and Housing Service and the postholder will work with a range of teams including:
Senior Management Team
Area Housing Teams
Area Teams
Practice Managers
Housing Investment Team
Tenant Participation
Private Housing   

2.	With Any Other Council Areas
Corporate Strategy Team 
Support Services (HR , Finance, Legal and IT ) 
Economic Development 
Neighourhood Nuisance and Environmental Crime
Renewals Team 
Planning, Highways, Building Control 
Parks and Gardens
Elected Members 

3.     With External Bodies to the Council
Developers
Contractors
Social housing providers 
Other local authorities 
Community and voluntary organisations 
Local and national statutory organisations 
Residents




	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Strategy and Development Manager (grade 12) 

	
	
	

	Other jobs (peers) that report to immediate line manager
Housing Strategy Programmer Leader (grade 10)
Stakeholder Engagement Officer (grade 10)
Project Liaison Officer (grade 6)
	
	This Position
4 x Project Manager/Co-ordinators/ Officers (career grades 8-10)

	
	
	

	
	
	Direct Reports
None











	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Visiting demolition/building sites.  Assess progress in poor/inclement conditions



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|X|
	|_|
	|_|
	|_|
	|_|
	
|_|

	







	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Leading workstreams which include a range of stakeholders with differing views






	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	HNC and/or HND level qualification or equivalent level of experience.
Specific qualification requirement (if applicable):     
	|_|
	

	CQ, AF

	
	Evidence of continuing professional development and/or membership of a professional body
	

	|_|
	CQ, AF

	
	Project Management qualification (foundation) or equivalent level of experience
	|_|
	

	CQ, AF

	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational level
	|_|
	

	AF

	
	Experience of successfully managing activity and performance targets 
	|_|
	

	AF

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team  
	|_|
	

	AF

	
	Experience of managing client/contractor or partnering relations including dispute resolution
	|_|
	

	AF/I

	
	Experience of project management 
	|_|
	
	AF/I

	
	Experience of engagement and facilitation with a wide range of stakeholders
	|_|
	

	I

	
	Experience of working with communities undergoing change
	
	|_|
	I

	
	Experience of contract management
	
	|_|
	I

	
	Experience of working with housing developers/housing associations
	

	|_|
	I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Influencing skills across all levels 
	|_|
	
	I

	
	Excellent research and analytical skills
	|_|
	
	I/T/P

	
	Ability to prioritise and manage a changing work load
	|_|
	
	I

	
	Excellent partnership working skills
	|_|
	
	AF

	
	Ability to identify risks and propose a range of solutions
	|_|
	
	AF

	4. 
	Knowledge:

	
	In-depth understanding of housing and planning policy
	|_|
	
	I/T/P

	
	Good knowledge of Hull’s Housing Strategy and neighbourhood renewal programme. 
	|_|
	
	I/T/P

	
	Good political awareness 
	|_|
	
	I/T/P

	
	Good knowledge and understanding of external funding regimes 
	|_|
	
	I/T/P

	
	Knowledge of procurement, contracting and contract management
	|_|
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to communicate verbally  to a high standard and to a diverse range of audiences  using a range of presentation methods 
	|_|
	
	I/T/P

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	|_|
	
	I/T/P

	
	Ability to negotiate and influence
	|_|
	
	AF/I

	
	Ability to challenge constructively
	|_|
	
	AF/I

	
	Written Skills

	
	Ability to write structured and concise reports
	|_|
	
	I/T/P

	6.
	Other:

	
	None
	
	
	     





	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	

	
	Improving services
	|_|
	N/A
	

	
	Analysis and decision making
	|_|
	N/A
	

	
	Making things happen
	|_|
	N/A
	

	
	Communicating with impact 
	|_|
	N/A
	

	
	Collaboration 
	|_|
	N/A
	

	
	Developing self and others
	|_|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory  Disclosure from Disclosure Scotland/ Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	|_|
	N/A
	AF(after short listing)
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HULL CITY COUNCIL

JOB DESCRIPTION 

	SERVICE AREA:

	Neighbourhoods and Housing
	POSITION NO:	

	SECTION:

	Housing Strategy and Development Team
	GRADE: 		10


	JOB TITLE:
	Project Manager
	DATE PREPARED:	Dec 2016

	
	
	

	EVALUATION DATE:
	22 December 2016
	JE NUMBER: 	NC3961



	ROLE & PURPOSE OF JOB:
The main purpose of the post is to provide skilled and experienced technical input and project management for the wider Neighbourhood Renewal programme, providing a strategic approach to transforming Hull's housing market and improving the quality of lives for people across the City.  

The post requires a high level of knowledge and skill in planning, communication and influencing as well as technical expertise in order to produce robust appraisals, funding bids and business cases to transform Hull’s Housing market and deliver the Housing Strategy. The strategic nature of this post resides in the need for the post holder to possess influencing and negotiating skills in addition to high level technical expertise.
 
To work with the Strategy and Development Manager, other project staff and regeneration partners to develop, implement and co-ordinate specific projects and initiatives to deliver the programme within agreed frameworks and timeframes.

Working within a team some Project Managers/Co-ordinators/Officers will focus on establishing capital projects including business case development, procurement and contract management, some will focus on stock and scheme appraisals, others on sustaining and development of effective partnerships to deliver regeneration. All will form a single team and need to be interchangeable in their knowledge and approach to cover for holidays and sickness and to manage intensive periods of work in one or other areas.




	PRINCIPAL ACCOUNTABILITIES:

	Strategy

1. To develop and lead complex projects including commissioning and managing feasibility and condition studies for options appraisals.
2. To develop and lead detailed options appraisals, regeneration plans and business cases for new build housing developments, mixed tenure developments and other new housing initiatives. 
3. To prepare reports to ensure appropriate approvals are secured for individual projects.  
4. To determine the most appropriate procurement strategy for individual projects to ensure value for money and effective and efficient programme delivery. 
5. To develop technical specifications for projects and lead evaluation and appointment of contractors/developer partners. 
6. To review, challenge and negotiate pre-planning, pre-commencement viability appraisals and post completion appraisals for new build development sites.
7. To co-ordinate land transfers to partner organisations in partnership with the legal team and partners. 
8. To collaborate with senior managers, delivery teams, technical, financial, legal and other specialist advisors.  
9. To contribute to funding bids to a range of funders.  


	Customer Focus

1. To communicate projects in a range of media and formats to ensure engagement of all stakeholders.  
2. To collaborate with a range of regeneration partners and communities to establish and deliver joined-up, fit for purpose and affordable regeneration projects to transform Hull’s Housing Market. 
3. To provide key support for the regeneration mission of the Council, represent the programme and deliver presentations at a range of Boards, Committees and events and ensure that stakeholders are fully consulted and engaged.  
4. To respond to customer feedback in a timely manner.


	Performance Management

1. To manage and co-ordinate specific projects, consultants and contractors to deliver new housing; mixed use developments; re-modelling/improvement schemes; and other new housing initiatives and ensure that targets and timeframes are met.
2. To lead project meetings to monitor project progress, issues and risks.  
3. To provide update reports to inform of progress on key project milestones and issues in a range of media for a range of audiences. 
4. To lead on issue resolution and risk management for specific projects. 
5. To monitor and report on capital budgets for specific projects and escalate key financial risks. 
6. To contribute to compliance with funding agreements with a range of funders including grant profiling, grant claims and audit compliance. 
7. To ensure quality of the works delivered by advisors and contractors is in accordance with the scope of works and project specification.  


	Leadership

1. To take the lead on developing key partnerships; delivering regeneration projects; and establishing new housing initiatives to ensure transformation of Hull’s Housing Market and to contribute to achieving the aims of Hull’s Housing Strategy.  


	Statutory Obligations

1. To ensure that the client role under the Construction Design and Management Regulations 2015 are fulfilled for specific projects. 
2. To oversee that specific projects comply with Planning and Building Regulation requirements.







	CORPORATE JOB REQUIREMENTS

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED

	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	3. HEALTH AND SAFETY 
The Health and Safety at Work etc Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Council’s overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.


	JOB CHARACTERISTICS:

	· Post holder will be required to have a range of either professional or specialist knowledge or experience.

|_|

· Role will have supervision and planning of other peoples workloads and/or planning or scheduling of work over the short term.

|_|

· HR skills can comprise of being in a managerial role requiring motivating and developing a dedicated staff group and/or HR skills in influencing peer and senior managers.

[bookmark: Check3]|_|

· Role has latitude to determine appropriate actions within set policies and practices. Role is subject to structured direction and supervision with set objectives.
|_|
· Role has requirement to identify and establish relevant policies and practices within their specific area of responsibility.   

|_|

· Role is required to manage/monitor/direct financial plans and budgets in line with corporate policy.

|_|

· Role has the authority to make key decisions impacting on the Principal Accountabilities.

|_|


	ORGANISATION CHART:  

	
	
	
	Immediate Line Manager
Strategy and Development Manager (grade 12) 

	
	
	

	Other jobs (peers) that report to immediate line manager
Housing Strategy Programmer Leader (grade 10)
Stakeholder Engagement Officer (grade 10)
Project Liaison Officer (grade 6)
	
	This Position
4 x Project Manager/Co-ordinators/ Officers (career grades 8-10)

	
	
	

	
	
	Direct Reports
None







	RESOURCE MANAGEMENT:

	1.
	Direct responsibility for Staff: (state numbers of staff and costs)
Mentoring role for modern apprentices, Project Liaison Officer and grade 8 Project Officers (if there are grade 8s in the team)

	2.
	Direct responsibility for Budgets: (state key specifics budgets and monetary sums)
Responsible for monitoring of specific project capital budgets c£5m per annum and to escalate any issues which may present a risk to the budget.


	3.
	Impact on Corporate/Service/Departmental spending:
The post holder will contribute to the delivery of the city’s multi-million pound housing renewal programme, linking and supporting the delivery of complementary programmes of several million more. 




	
PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Degree or equivalent level of experience
Specific qualification requirement (if applicable):      
	|_|
	

	AF,CQ

	
	Evidence of continuing professional development and/or membership of professional body
	|_|

	

	AF,CQ

	
	Project management qualification (Practitioner level) or equivalent level of experience
	|_|

	

	AF,CQ

	2. 
	Relevant Experience:

	
	Experience of delivering, monitoring and planning services at an
operational level
	|_|

	

	AF

	
	Experience of undertaking Change Management, planning and implementing new ways of working
	|_|

	

	AF

	
	Experience of successfully managing activity and performance targets
	|_|

	

	AF

	
	Ability to build and maintain effective teams ensuring health, safety and wellbeing of staff within the team
	|_|
	
	I

	
	Ability to manage effective budgets/resources and enforce proper financial controls, showing sound business judgement
	|_|

	

	I

	
	Substantial experience and understanding of project planning and management
	|_|

	

	AF

	
	Experience of working with communities undergoing change
	
	|_|
	AF

	
	Experience of contract management
	|_|
	
	AF

	
	Experience of working with housing developers/housing associations
	
	|_|
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Able to challenge constructively, to design and introduce improvements and to manage change
	|_|

	

	I

	
	Able to manage and lead a team effectively in a challenging environment
	|_|

	

	I

	
	Ability to plan ahead / organise / prioritise, implement service improvements and innovations
	|_|

	

	I

	
	Ability to synthesise and prioritise complex and potentially conflicting demands, understand and absorb information and resolve problems. Require highly developed co-ordination, time management and prioritisation skills to enable the post-holder to achieve plans and objectives in a timely and organised manner
	|_|

	

	I

	
	Ability to analyse problems, situations and information, think laterally and present innovative and feasible solutions
	|_|

	

	I

	
	Ability to develop of complex technical specifications
	|_|
	
	I

	4. 
	Knowledge:

	
	Possesses specialist skills and well-developed knowledge to provide in-depth support to a technical or operational service
	|_|
	
	I

	
	Able to predict and drive change in a rapidly changing environment to deliver a performance based culture
	
	|_|
	I

	
	Understand how government policy/legislation impacts on council strategy and services
	
	|_|
	I

	
	Ability to analyse and solve problems with an appreciation of possible longer-term implications
	|_|
	
	I

	
	Uses knowledge of the service to be able to make decisions on requirements of the service and its development
	|_|
	
	I

	
	Understand housing regeneration and development
	
	|_|
	I

	
	Knowledge of technical issues relating to capital project areas - masterplanning, construction, service delivery, site analysis, land
and property issues, legal and financial issues
	|_|
	
	I

	
	In-depth knowledge of housing and planning policy
	|_|
	
	I

	
	In-depth knowledge of housing finance and external funding
	|_|
	
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to build and manage effective relationships with stakeholders
	|_|
	
	I

	
	Strong analytical skills with the ability to process complex information and explain/present the information
	|_|
	
	I/T/P 

	
	Ability to build and maintain effective teams
	|_|
	
	I

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	|_|
	
	I/T/P 

	
	Written Skills

	
	Ability to write structured and concise reports
	|_|
	
	I/T/P

	6.
	Other: 
	
	
	

	
	None

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	|_|
	N/A
	I

	
	Improving services
	|_|
	N/A
	I

	
	Analysis and decision making
	|_|
	N/A
	I

	
	Making things happen
	|_|
	N/A
	I

	
	Communicating with impact 
	|_|
	N/A
	I

	
	Collaboration 
	|_|
	N/A
	I

	
	Developing self and others
	|_|
	N/A
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs 

	8. 
	Additional Requirements:

	
	None

	9. 
	Disclosure of Criminal Record:

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	|_|
	N/A
	AF(after short listing)







[bookmark: _GoBack]Career Grade Progression – Project Officer/Project Manager (grades 8-10)  
Strategy and Development Team
Grade 8 – 9 – Gateway to Progression
The grade 8 post holder must submit a written request with evidence of all elements listed below to the Strategy and Development Manager (SDM):
· Project Management qualification (foundation level) or equivalent experience 
· Portfolio of work demonstrating experience of– 
· Preparation of procurement documentation
· Contract management 
· Evidence of identification and resolution of work stream risks  
· Report writing
· Contributions to appraisals, business cases and new initiatives
The SDM will then arrange a convenient time and date for the grade 8 post holder to present their portfolio to the City Neighbourhoods and Housing Manager (CM) within five working days.  The CM will then (within five working days) either:
· Decide that the post holder has not yet fulfilled the Gateway requirements and highlight areas of experience/skills required; or
· Sign an establishment change form to amend the post to a grade 9.  
Grade 9 – 10 – Gateway to Progression
The grade 9 post holder must submit a written request with evidence of all elements listed below to the Strategy and Development Manager (SDM):
· Evidence of continuing professional development and/or membership of a professional body
· Project Management qualification (practitioner level) or equivalent experience (evidence through project documentation/meeting minutes etc.) 
· Portfolio of work demonstrating experience of– 
· Complex analysis and written reports
· Experience of leading a number of the following: land transfers,  appraisals, procurement, contract development or equivalent 
· Budget monitoring 
The SDM will then arrange a convenient time and date for the grade 9 post holder to present their portfolio to the City Neighbourhoods and Housing Manager (CM) within five working days.  The CM will then (within five working days) either:
· Decide that the post holder has not yet fulfilled the Gateway requirements and highlight areas of experience/skills required; or
Sign an establishment change form to amend the post to a grade 10.
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