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	Role Title
	Enterprise Project Officer 

	Job Family
	Neighbourhood & Commercial Services

	Pay Scale
	SO2

	Purpose

	To support the development and delivery of Commercial Service’s enterprise and innovation programme.  To work flexibly with a broad range of internal and external partners to deliver an exciting portfolio of innovative projects. 

To support the timely delivery of these projects, ensuring outcomes are achieved and learning from new initiatives captured.   

	Role Specific Accountabilities
	End Results/Outcomes

	Coordinate activities and ideas to manage and implement projects.
	Projects deliver all required outputs to relevant quality standards within agreed timescales.

All relevant project documentation is produced and secured demonstrating an efficient approach to project delivery and consistency in methodology.

	Engage with operational services, stakeholders and partners to ensure commitment to developing enterprising and commercial initiatives and programmes. 
	Stakeholders are engaged in the delivery of projects.
Stakeholders express good levels of satisfaction with project delivery.
Stakeholders are made aware of risks, issues and benefits in a coherent manner 

Work with Stakeholders to consistently improve innovation practice through the use of effective influencing skills 

Best practice is captured and shared via a ‘lessons learnt’ process.

	Project management processes are fully utilised to design and deliver projects. Execute the governance framework for projects including project plans, risk registers, issue logs and reports on project activity for project and programme boards,
	Projects are delivered using recognised project management tools and are compliant with all relevant legislation, regulations, codes, requirements, standards and guidelines.

Highlight reports and other required documentation completed as agreed in the project governance arrangements.

Project Plans, risk registers, issues logs, benefits realisation plans, communications plans etc are all maintained to a high standard and shared as appropriate with boards and delivery working groups. 

	Support the management of risk within area of responsibility. Ensure all stakeholders are aware of and comply with relevant regulations and procedures.

	Potential risk is identified and mitigation is planned, managed and reviewed.

Risk registers and issue logs are maintained and reported.

	Assist in reviewing project deliverables and those responsible for them.
	Outputs are delivered as identified at the outset of the project.
Ability to read when to challenge and when to be flexible and understanding of stakeholders needs, where appropriate.

Ability to take responsibility for and personally deliver work packages where appropriate.

	To represent the project team and be able to report on the progress of the project at internal and external events when required.

	Completion of the agreed suite relevant project documents.
Attend meetings with key stakeholders and represent Commercial Services as required.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Manage workstreams within the programme portfolio to ensure they deliver the required outputs.
	Projects deliver the outputs required within agreed timescales and budgets.
Progress is highly visible to members, Management Board, staff and stakeholders.

	Provide guidance on standards, methods, templates, processes and transfer best practice throughout the Council.
	Enterprise and commercial programmes are delivered to high standards in line with best practice across the organisation. 

	Nature of Contacts


	Frequent contact with Project Boards, Delivery Working Groups, Heads of Service, Project Sponsors, Senior Responsible Officers and representatives from external organisations in both the public and private sector.

Interaction with others and the ability to successfully influence and motivate are fundamental to the role.

	Procedural Context



	Reports to: Head of Enterprise & Innovation
Responsible for supporting and delivering Enterprising & Commercial projects across the Council.

To manage and support Enterprising & Commercial projects in a practical way ensuring they meet expectations related to quality and time and that lessons learned are captured at the end of the projects. This role will include the production of plans and documentation.

To support the personnel involved in various projects to ensure that they meet their objectives and contribute effectively to project deliverables and ensuring that communication is maintained between all stakeholders throughout the project lifecycle. 

Plan and organise work and priorities, co-ordinating with others (internal or external delivery partners) to support the development and delivery of the service.

Deliver a specialist service and support initiatives, projects and improvement programmes within the service area.


	Resourcing

Budget Responsibilities: None
Supervisory Responsibilities: None


	Competency Level: Senior Officer

	Knowledge, Skills and Experience

	Experience of working in a large customer focused organization and / or in a project and programme environment.

Experience of managing a mixed and varied workload of conflicting priorities and responding effectively to the needs of all customers.
Experience of report writing and communications for a variety of audiences, demonstrating numeracy and literacy, and applying expert knowledge.
Effective planning, monitoring and reviewing.

An interest in developing new ways of working and delivery from a commercial and/or innovation perspective
Ability to be decisive and work well under pressure.
A good communicator able to operate and empathise with stakeholders and project teams to influence and gain commitment to objectives.
Good written and verbal communication skills, presentation skills, IT skills.
Ability to work autonomously to meet the objectives of the organisation.


	Indicative qualifications

	Educated to A level standard or degree level or equivalent standard / relevant experience

	Working towards or holder of recognised programme or project management accreditation is e.g. Prince2, APMP

	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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