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	Role
	Project Support Officer

	Standardised Job description code
	GENPM-02
	Grade
	6

	Role Purpose

	To support project lead/s to facilitate project operations and keep project/s running smoothly for the project team. 

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited

	· Ownership of processes or sections of the project.

	· Provide supervision and/or guidance to junior staff members within the department, fostering their professional development.  
[If relevant]
Line manage up to the maximum of one colleague.


	· Independently resolves issues, demonstrating proactive problem-solving skills.

	· Participate in collaborative decision-making processes, suggesting and implementing enhancements to existing procedures.

	· Take ownership of the quality assurance within a designated area, establishing and refining protocols as necessary.

	· Conduct detailed data analysis, producing concise reports and factual documentation to support informed decision-making.

	· Contributes to sections of comprehensive reports and publications, ensuring accuracy and relevance of information presented.

	· Take ownership in the resolution of challenges, applying relevant knowledge/skills and seeking support on more complex issues.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	[bookmark: _GoBack]Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Work under the direction of the Project Manager, taking responsibility for specific sections of the project and ensuring successful delivery.

	· Supervise and guide administrative members of the team, acting as a point of reference for organising, prioritising, delegating tasks and keeping team members up-to-date with information or administrative developments.  Provide training to more junior colleagues.
[if relevant] 
Line manage up to one member of staff, providing guidance, advice, coaching, and performance feedback. Accountable for carrying out annual performance reviews and coaching/mentoring staff in line with their professional development needs and aspirations.

	· Take responsibility for the day-to-day delivery of project activities ensuring milestones and deliverables are successfully met

	· Monitor expenditure, milestones and progress, identifying and addressing issues in a timely manner, taking steps to mitigate or manage risks.

	· Provide detailed management information, analysis and recommendations to ensure that projects are delivered within budget

	· Organise and contribute to project meetings, producing quality information (papers/reports/briefings) and follow up on actions as necessary.

	· Act as the primary point of contact for project stakeholders, facilitating excellent communication across activities and disseminating key project information/progress updates.

	· Collaborate with cross-departmental functions as relevant to the project (for example this may be Research, Finance, Communications, IT etc) attending project related meetings to ensure successful project implementation.

	· Attend working groups or committees to build relationships and share best practice.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level or equivalent experience.
· Excellent interpersonal and communication skills to build effective relationships with colleagues and stakeholders.
· Experience of project planning/managing project activities and excellent organisational skills.
· Proven ability to take ownership for day-to-day delivery of project activities to enable progress on deliverables and completion of milestones.
· Detailed-oriented with analysis skills and problem-solving abilities.
· Ability to work independently using own initiative as well as contribute to the success of the wider team.



	Desirable

	














	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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