Gravesham Borough Council

Directorate		Communities & Inclusive Growth
Department		Inclusive Growth
Post Title		Partnership and Programme Officer
Scale			SO1
Hours			37 hours per week – full time
Reports to		Partnership and Programme Manager 

Job Description

This job description is intended as a working document only, providing a guide as to the areas of work and major tasks to be performed.  It is anticipated that the post will develop as working practices change to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.
Job Summary
To support the Partnership and Programme Manager with the development, coordination and delivery of strategic partnerships and cross-council programmes within the Communities & Inclusive Growth Directorate, including those currently within health & wellbeing, tourism and heritage. The role works across services and external partners to ensure projects are well governed, effectively delivered and deliver measurable outcomes for residents and communities. 
Job Activities
Partnership Working
1. Support the development and coordination of strategic partnerships involving public, private and voluntary sectors linked to projects involving the directorate.

2. Act as a key contact for associated partnership boards, working groups and stakeholder networks and to help to identify opportunities for joint working, funding bids and shared service delivery. 

3. To build and maintain strong relationships with partners where required such as county council and neighbouring districts, NHS and public health partners, voluntary & community sector organisations, and wider business and economic partners where required.

Programme and Project Delivery
1. Support the delivery of corporate programmes and priority projects, for both those that are ‘live’ and future development work, for example,

a) Place Partnership(s) – Arts Council England, Sport England
b) National Heritage Lottery Fund
c) Pride in Place Strategy
d) Local Regeneration Fund
e) Kent Public Health – One You Kent 

2. Apply programme and project management principles to ensure clear governance and reporting, delivery against agreed milestones, risk and issue management.

3. To maintain programme plans, highlight reports and risk registers and to provide coordination support to programme boards and project sponsors. 

Performance and Reporting
1. To monitor progress of corporate priorities and partnership initiatives and to produce reports, dashboards and briefings for senior management, members and committees, relevant partnership boards and associated funding returns.

2. To support with service-related budgets, including budget monitoring and to track performance indicators and outcomes to evidence impact against agreed targets and objectives.

Governance and Engagement
1. To support corporate governance processes relating to partnerships and programmes and to prepare agendas, papers and minutes for boards and steering groups where required.

2. To ensure compliance with council policies and programme governance frameworks and to support stakeholder engagement and consultation activity linked to programme activity. 

Specific Requirements 

1. To act as the Town Twinning Partnership Officer for the council, developing the council’s twinning arrangements with its key partners, maintaining regular contact and co-ordinating the arrangements for visits, the planning of itineraries, managing budgets, etc.

2. Supporting the Head of Inclusive Growth and the council’s Management Team in ensuring that the council is able to meet its responsibilities under the Civil Contingencies Act 2004, the County of Kent Act 1981 and the Flood and Water Management Act 2010. This includes attending on behalf of the council relevant partnership meetings with the Kent & Medway Resilience Forum and to attend relevant training sessions, as well as supporting related administrative tasks including the development and updating of relevant plans, exercises and training records.

General
1. This post carries a high workload and demands a professional and flexible approach. The post holder must be highly motivated and able to work on their own initiative and be experienced in developing and managing relationships and projects
2. The postholder will be required to carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.
3. To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
4. A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.
5. The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.
6. The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation
7. The post holder will comply with Statute and Council Policy in all respects.
8. An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the local authority.
9. A commitment to excellent customer service and the values of the Council.


GRAVESHAM BOROUGH COUNCIL

PERSON SPECIFICATION

	POST:  Partnership and Programme Officer
	POST No.         

	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)



	· Excellent communication skills both written and oral
· Strong interpersonal skills.
· Well-developed IT skills.
· Ability to build good working relationships.
· Working within agreed timescales, with high volumes or work and targets.
· Excellent organisational and coordination skills.
	

	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)

	· Understanding of local government or public sector environment.
· Awareness of project/programme management principles.
· Understanding of partnership working and stakeholder engagement.
	· Knowledge of specific external funding streams; priorities and objectives.
· Knowledge of the local demographic and profile information to help inform work of the services.



	QUALIFICATION
          TRAINING
(Educational/vocational qualifications and other training)
Verification will be required

	· Degree or equivalent level in a relevant subject.



	· Project Management Qualification or accreditation (eg. PRINCE2, APM -PFQ/PMQ etc.)

	EXPERIENCE
(Level and type of previous experience)





	· Experience of working in partnership with internal and external stakeholders.
· Analysing, interpreting and using data to influence decisions and service delivery.
· Experience preparing reports, presentations or briefings.
· Experience organising meetings, events or governance processes.
	Experience of working with a PMO system/project management tools – eg. Verto etc. 

	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	· Confident professional approach.
· Highly motivated, able to use their own initiative.
· Excellent communicator
· Enthusiastic, positive attitude to change and new ideas.
	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear a uniform)
	· Attendance at meetings/ events outside normal working hours as required.  
	



