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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: 

	Neighbourhoods and Housing

	POSITION NO:  

	SECTION: 

	Strategy and Appraisals

	GRADE: 6

	JOB TITLE: 

	Project Liaison Officer
	DATE PREPARED: 10 November 2022


	EVALUATION DATE:
	16th November 2022
	JE NUMBER: NC4313


	DIGNITY AT WORK: To show, at all times, a personal commitment to treat all 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.



	PURPOSE:
Coordinate activity across the Strategy and Appraisals programme in a project support capacity including the production of project plans, delivery of key communications and engagement work, maintaining risk and issue logs and preparing progress reports in respect of key projects. 

Support the Strategy and Appraisals Team in all matters and undertake research and intelligence reviews in order to deliver the objectives as set out in Hull’s Housing Strategy. 



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

	1.
	Assist programme leads in overseeing the day-to-day operation of specific projects including the monitoring and maintenance of project plans, risk registers and reporting progress according to internal and external requirements.

	2.
	Develop communications/engagement plans as required in order to deliver project-specific consultation and engagement opportunities.

	3.
	Support the development of complex technical, legal, commercial and financial solutions to ensure effective delivery of Strategy and Appraisals programme. 

	4.
	Assist in the production of tender/procurement documentation for approval and publication in accordance with the Council’s procurement rules.  

	5.
	Assist programme leads to ensure that agreed outputs/timeframe in respect of the Strategy and Appraisals programme are achieved and, where appropriate, reported in accordance with external partner/funding bodies’ requirements.

	6.
	Maintain an up-to-date, broad knowledge of the key strategic housing documents and their delivery plans, and where appropriate Council policies, procedures and practices in order to provide comprehensive advice in response to a full range of enquiries.

	7.
	Prepare and present, as required and on a routine basis, information for programme leads, including performance management information in relation to outputs and key milestones (identifying exceptions) for consideration by senior officers, funding bodies and other external partners. This will include the production of papers, briefing notes and reports as required, including undertaking suitable research and outlining deliverable/preferred options to programme leaders.

	8. 
	Maintain and monitor accurate data on appropriate software (e.g. Project, Excel, Access) and ensure that up to date management information is produced against performance plans, targets, etc.

	9.
	Represent the Council and Service area at external meetings or events and deputise for programme leads as required.

	10.
	Responsibility for consultation with stakeholders including tenants and residents affected by any potential changes.

	11.
	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 that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	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:

Assists with the support and training of new staff where required and provides training and support for trainee staff, including mentoring of junior colleagues.

2.	Responsibility for Customers/Clients:

To promote maximum participation from stakeholders (including external partners and funding agencies).

Regular liaison with staff from across the council, including senior management, in order to provide an efficient and responsive service to manage and deal with all matters in relation to the Strategy and Appraisals programme. Provision of an efficient and responsive programme administrative service and management of information systems (including customer records).

Exercises discretion over responding to non-routine issues referring to programme leader and the wider team.

3.	Responsibility for Budgets:

To review, develop and recommend amendment to all programme management and monitoring systems to ensure that key information is captured and presented.
Identify and take action to draw exceptions in relation to budgets and key performance indicators to senior officers.

4.	Responsibility for Physical Resources:

Responsibility for work mobile telephone and laptop (or any other worksmart equipment).

Responsible for standard office equipment and maintenance of safe environment. 

Occasionally be responsible for equipment in use outside the office environment, e.g. laptop, projector, camera, or other exhibition equipment.


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

	1. Within Service Area/Section:

You will be required to work effectively across all departments and sections within the service area. This will include the exchange of information to ensure the successful delivery of the Strategy and Appraisals programme and provision of a coordinated customer focused service.

Report to designated programme and project leads on day to day basis.

2.	With Any Other Council Areas:

You will also be required to work in partnership with Children and Young People Services, Adult Social Care, NPS Humber and Legal Services in order to deliver elements of the Strategy and Appraisals programme. 

3.     With External Bodies to the Council:

Day to day duties will require you to work with external agencies to the Council such as contracted surveyors and solicitors, other Council departments, Humberside Police, Humberside Fire and Rescue, Residents groups, landlords associations, housing associations, utilities, etc. To exchange information to enable successful project delivery by developing and maintaining effective relationships with partner organisations and external agencies.
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	ORGANISATION CHART:  

	
	
	
	Immediate Line Manager

Housing Strategy Programme Leader

	
	
	

	Other jobs (peers) that report to immediate line manager
 

N/A

	
	This Position



Project Liaison Officer 



	
	
	






	
	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).
	
	
	
	
	
	


	Low level physical demands occasional need to hold focus groups at community venues, setting up of equipment and some need for 'door knocking' dependant on project requirements.



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


	Some door knocking and working at community venues.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	
	
	Postholder is in regular contact/consultation, with customers/tenants some of whom maybe angry and difficult. 





	
PERSON SPECIFICATION
	Tick 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:

	
	A good standard of written English and Mathematics to at least GCSE level which can demonstrate an ability to work at this level or demonstrate relevant experience.
	
	
	AF

	
	Degree, or NVQ level 4 or equivalent qualification in related work area or equivalent work experience.
	
	
	AF

	
	Recognised project management qualification e.g. PRINCE 2, or equivalent extensive experience of project management.
	
	
	AF

	2. 
	Relevant Experience:

	
	Experience of delivering and overseeing projects and/or programmes of work.
	
	
	AF & I

	
	Experience of working with a range of partners and agencies/organisations in a project management capacity.
	
	
	AF & I

	
	Proven ability to contribute towards improvements in service delivery.
	
	
	AF 

	
	Experience of implementing and evaluating new initiatives or ways of working.
	
	
	AF & I

	
	Experience of instigating improvements to service delivery and of contributing to change.
	
	
	AF

	
	Experience of performance management including monitoring and reporting against performance indicators.
	
	
	AF

	
	Experience of using MS Project and MS Visio applications 
	
	
	AF

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

	
	Ability to work effectively in a team.
	
	
	AF & I

	
	Ability to produce timely and accurate performance reports.
	
	
	AF/I

	
	Dealing with conflict, aggression and emotional situations in a professional manner, to resolve situations satisfactorily.
	
	
	AF/I

	
	Problem solving and decision making skills.
	
	
	AF/I

	
	Ability to work on own initiative.
	
	
	I

	
	Negotiation or advocacy skills.
	
	
	AF & I

	
	Excellent organisation and time management skills.
	
	
	I

	
	Ability to prioritise and work to deadlines.
	
	
	I

	
	Apply research and evaluative methodologies as directed.
	
	
	AF/I

	
	Interpret complex data requests from internal and external partners and produce reports in a non-technical way.
	
	
	AF & I

	4. 
	Knowledge:

	
	Knowledge of housing and homelessness issues, legislation, policies and procedures.
	
	
	AF/I

	
	General understanding and knowledge of regeneration issues and key funding regimes.
	
	
	AF/I

	
	Knowledge of housing providers and support services for vulnerable groups in Hull (including those who are homeless).
	
	
	AF & I

	
	General knowledge of local government and current government agenda.
	
	
	AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Able to communicate effectively and deal with sensitive issues in a positive manner.
	
	
	I

	
	Written Skills

	
	Able to communicate effectively with a range of audiences.
	
	
	I

	6.
	Other:

	
	Excellent communication and advocacy skills, verbal, written and numeric to deal appropriately with partners/stakeholders and to respond to enquiries in an efficient and effective manner with the ability to deal with sensitive issues and implement decisions in a sympathetic manner.
	
	
	

	

	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. 
	Values and Competencies:

	
	The values and 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 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.
	
	
	

	
	Values:
	
	
	

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

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

	
	Competencies:
	
	
	

	
	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 Basic #Standard/#Enhanced# Enhanced & Barring List Disclosure from the Disclosure & Barring Service (if ticked 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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