WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE:
	Project Support Officer


	GRADE:
	4

	RESPONSIBLE TO: 
	Project Manager


	RESPONSIBLE FOR:
	n/a


	PURPOSE OF POST: 
	To provide support to the property development & refurbishment programme.
 


MAIN DUTIES AND RESPONSIBILITIES

1. To provide effective and efficient projects office support, including producing and maintaining project plans and related documentation, risk & issues logs, change control registers and reports etc.
2. To monitor targets and deadlines and to gather progress updates from the various workstream leads, projects managers and contractors etc and to produce program update reports for managers.
3. To gather business requirements from customers and stakeholders to ensure planned developments meet the current and future needs of the organisation.

4. Th develop As-Is and To-Be process maps based on outputs from the requirements capture, reflecting customer views on process and documenting the output for further comment.
5. To communicate clearly and effectively in a timely manner with customers and stakeholders through varied methods including face-to-face, email, telephone video calls, workshops etc.
6. To maintain a visible approachable presence amongst customers and stakeholder groups to capture, document and constantly update and refine processes, business requirements, options, and customer expectations, providing timely feedback as appropriate. 
7. To provide a point of contact and liaison between customers, stakeholders, and project teams regarding the overall program.
8. To collate, draft and publish approved communications to targeted groups in collaboration with the internal Communication Team.
9. To undertake general office administration duties that could include maintaining databases, raising purchase orders, receipting deliveries, photocopying, filing, managing diaries, organising meetings etc

10. To comply with and promote the Authority’s:

· Health and Safety policies
· Equality and Diversity policies
· Information Security Management System policies
· Safeguarding policies
· Business Continuity policy and Contingency arrangements

11. To demonstrate and uphold the Fire Service values and to promote the organisation in a positive manner.
12. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.
13. Responsibility for ensuring any data produced in relation to the post is accurate and current. 

14. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.

15. Undertake any other duties commensurate with the grade of the post as directed by line management.
PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria later during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where Identified

	1. 
	Experienced in providing effective project office support and use of appropriate tools and techniques e.g., project plans, reporting on progress, monitoring risks, issues and time scales.
	Essential
	Application & Selection Process

	2. 
	Demonstrable experience of undertaking detailed business process analysis, using a variety of tools to help identify and deliver solutions.
	Essential
	Application & Selection Process

	3. 
	Experienced and naturally confident in communicating with customers and stakeholder groups
	Essential
	Application & Selection Process

	4. 
	Experience of customer-centric change management.
	Essential
	Application & Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where Identified

	5. 
	Certificates in English and Maths

	Essential
	Application

	6. 
	Knowledge and experience of using Microsoft ® Office including Word, PowerPoint, Excel, Outlook and VISIO.
	Essential
	Application

	7. 
	PRINCE 2 project management or equivalent


	Desirable
	Application


	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where Identified

	8. 
	Ability to multi-task and capable of efficiently collating a multitude of information in a pressured office environment


	Essential
	Selection Process

	9. 
	Strong verbal and written communication, presentation and interpersonal skills and the ability to communicate with stakeholders at all levels.
	Essential
	Selection Process

	10. 
	High level of literacy and numerical skills and ability to produce high quality and accurate documentation that can be used for training, reporting, communication and decision making.
	Essential
	Application & Selection Process

	11. 
	Ability to produce precise and accurate data and understand the criticality, consequences, and impact of this on project actions/ decision making.
	Essential
	Selection Process

	12. 
	Has a high level of commitment, demonstrating flexible working to meet project objectives.
	Essential
	Selection Process only

	13. 
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Selection Process
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