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Waltham Forest







	Role Title
	Business Workspace Project Officer

	Service
	Regeneration & Growth

	Pay  Scale
	PO2 

	Purpose

	To provide support in the delivery of projects and programmes as part of the workspace objectives of the Business Growth Team, and associated work steams. 
To maximise income and have creative solutions to maintain and generate additional revenue to deliver sustainable outcomes for the Switchboard Studios creative workspace. 
To support the management of Switchboard Studios including but not limited to; space and facilities management, tenant and building management, events, marketing and communications, systems management and trouble-shooting.  


	Generic Accountabilities
	End Results/Outcomes

	Responsible for supporting the delivery of team outcomes to secure business growth and jobs within the Borough 
	The Council develops programmes/initiatives with partners that maximise residents’ ability to access new job opportunities and for local businesses to secure new contracts.
The team delivers all required outcomes to relevant quality standards within agreed timescales and budgets.
Expert advice, information, interpretation and support are provided within the area of responsibility

 

	Develop relevant policies, designed to meet the Council’s regeneration and economic growth agendas.
	All necessary policies are in place and achieving the required impact.
Opportunities for investment and employment are identified and maximised.
Strategic and operational input is provided to wider business planning and development



	Lead on the development of new business initiatives, and manage specific projects as required. 
	Projects are delivered to agreed specification, timescales and budgets.



	Lead on the management of contracts to ensure that individuals, teams, consultants and contractors perform to a consistently high standard
	Business, service, programme and project plans are developed, communicated and monitored.

Accurate and relevant reports and performance monitoring information and outputs/outcomes are produced 


	Work closely with others to support/manage the implementation of systems, processes and procedures designed to meet all relevant strategic, operational, corporate and legal requirements
	The team is compliant with all relevant legislation, regulations, codes, requirements, standards and guidelines.

Compliance is measured, monitored and reported.



	Develop and maintain effective working relationships with key stakeholders and external organisations concerned with the Business Growth area of work.

	Delivery of the team’s work programme is supported or achieved through partnership working with others.

Partnerships are effectively managed and accountabilities are clear. Best practice is identified, promoted and shared. The Council’s interests are protected.

	Prepare and present a full range of reports and briefing papers covering area of responsibility 


	Reports are prepared, distributed/presented to the appropriate committee/to the required standards and timescales 

	Represent the team at various meetings and events, promoting the service and the authority 
	Provide professional and competent information in a variety of forms as required i.e. verbal, presentations etc



	Act in accordance with all policies and procedures relevant to the job. 
	All policies and procedures are complied with.
Suitable health and safety instruction and training are followed, to ensure there is a safe working environment.

	Role-specific Accountabilities
	End Results/Outcomes

	Understand the needs of the Workspace initiatives and manage a portfolio of projects and reviews as specified.  


	Investment opportunities are maximised and the Borough is seen as a place that is open for business.

Projects are delivered to agreed specifications, timescales and budgets.  

	Management of project budgets,  planning, monitoring, reporting, evaluation and control of the required project governance procedures.


	Resources are efficiently and effectively deployed.  Any issues efficiently resolved or escalated as required.

Budgets and financial risks are monitored and managed in line with organisational requirements.



	Produce and implement marketing and promotional strategies and organise events, to attract business and investment to the borough.
	The Council promotes a coherent, consistent and compelling story/offer to guide and influence inward investment in line with the Council’s vision.

Effective promotional material is prepared to support a range of relevant initiatives, events and briefings.



	Lead and manage the engagement activities with local businesses and related business support providers to ensure that relevant and responsive services are provided.
	The Council clearly understands business needs within the Borough and can develop relevant strategies to respond to businesses service requirements.

Drives expenditure/offer from key business support providers.

	Provide some administrative support to the team as instructed, including event management and support at occasional evening and weekend events. 
	Projects delivered to relevant standards within agreed timescales and budgets  

	Responsible for the development of business cases, funding bids and frameworks, through commissioning research, feasibility studies and collating data, in order to secure inward investment opportunities. 
	The Council has a reputation for bidding and delivering highly successful employment, business and inward investment related programmes.

That the Council’s approach, offer and credibility is clearly communicated to be recognised as a key authority to pilot, shape and deliver a diverse range of programmes.



	Responsible for procuring and awarding contracts via the Council’s procurement portal and to maximise the opportunity for SME businesses, operating in the borough, to gain access to local supply chains.

  
	The Council offers value for money in exemplary procurement practices

Due consideration is given to the impact on economic growth, social and environmental wellbeing of the borough.

	Research and maintain up-to-date expertise and knowledge to advise on new government programmes and relevant initiatives, also local, regional and national funding stream opportunities. 
	Information and advice are accurate, timely and relevant.  The Council is aware of all new initiatives and related funding opportunities, to bid for relevant projects and resources. 
Statutory and procedural obligations are fulfilled 


	Secure the use of S106 monies through project development to support projects and initiatives that deliver employment/apprenticeships and business growth outcomes and to discharge these monies following all procedures and protocols.     
	To ensure delivery, compliance and reporting of S106 spend in accordance with relevant procedures and agreements.  
Provide reporting and forecasting information on S106 spend as required

	Manage the delivery of Partnership Boards and Forums and support an effective approach to managing stakeholder enquiries. 

	Stakeholders are appropriately engaged in developing the priorities, objectives and service or work plan for the team.

Positive, collaborative working relationships are established and maintained with stakeholders to achieve outcomes.

	Nature of Contacts


	Tenants of Switchboard

Diverse internal and external contacts, to build effective relationships, represent the service and provide support and guidance. 

Manage relations with delivery partners / contractors.  
Co-ordinate partnership working activities and internal / external working groups. 
Manage difficult customers / stakeholders, with escalated issues and deal with challenging situations, which involve significant persuasion, negotiation and influencing skills.
Establish and maintain effective working relationships with external organisations including: GLA, LLDC, Federation of Small Businesses, Growth Boroughs etc.  
To represent the Business Growth Team, as required.

	Procedural Context



	Reports to the Business Growth Programme Manager and Project Managers.  Provides support to clients and colleagues as required  
Plan and organise work and priorities, co-ordinating with others to support the development and delivery of business growth, employment and regeneration projects and programmes

Undertake projects and work stream in a practical and pragmatic way aimed at completion on time and to budget. This will include managing the risks involved in a particular project and making sure that those involved are coordinated, motivated, and complete project work to the right standard.
Research, analysis and interpretation of information and data, including keeping up to date with best practice and changes in policy to generate ideas and formulate / source solutions.

Manage own time and the work of junior staff as and when required



	Competency Level – Principal Officer

	Person Specification 

	Knowledge, Skills and Experience

	Experience of working in a customer facing role, and an understanding of the need for excellent customer service skills  

	Experience of workspace management including space, facilities, people, systems and processes  

	Experience of procuring services and contract management 

	Experience of managing budgets and successfully delivering projects

	Experience of sourcing and applying for funding

	Experience of record keeping, data manipulation and analysis, planning, monitoring and reviewing projects

	Enterprising, innovative and commercially minded

	Ability to co-ordinate the delivery of events and activities carried out by different people and organisations

	Knowledge of the requirements and needs of businesses, particularly small businesses in the creative industries

	Highly numerate, with excellent analytical and problem-solving skills

	Excellent written and verbal communication skills, presentation skills, IT skills.

	Well-developed interpersonal, persuasion and negotiating skills

	Good research and action planning skills

	Self-motivated, enthusiastic and reliable 

	Work effectively in a team and to tight deadlines

	Creative and innovative approach to new ways of working that provides tangible service benefits  

	Exceptional organisational and multi-tasking skills with the ability to manage own workload

	Flexibility to attend work outside of core hours from time to time

	Demonstrable commitment to equal opportunities and equality in employment and service delivery

	Indicative qualifications

	Preferably educated to degree level or equivalent standard 


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities that may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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