ID2624 Projects Officer


WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	Projects Officer

	DEPARTMENT
	Housing and Economy

	SERVICE/TEAM
	Regeneration 

	REPORTS TO (JOB TITLE & JOB ID)
	Strategy & Development Lead 

	GRADE 
	G09

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management Form) - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist Welsh speakers – internal employees and/or  service users
	No

	Is this a post in which contact with the public is its primary function (external)?
	No

	Is this a post providing a public service in a Welsh language community or will serve a Welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	No

	IS THIS POST ELIGIBLE FOR A DBS CHECK
	No


SECTION 1: JOB PURPOSE
	To lead and be responsible for business processes, identifying, developing and delivering specific projects. To lead on service improvements within the department, undertake research and analysis and to develop, deliver housing-related strategies, policies and procedures in line with key corporate strategies and legislation.
To deliver the department’s Housing Strategy working with a range of appropriate partners as necessary; proactively seeking and enabling innovation and continuous improvement in the delivery of departmental services, which impacts on approximately 11,000 Council tenants.

To ensure that services designed and delivered by the Housing & Economy Department are based upon proper assessment of the needs and wishes of service users and offer appropriate choice and to provide a quality assurance / audit function to maintain effective delivery. 

 To ensure departmental compliance with appropriate legal requirements including but not limited to GDPR, FOI and Welsh Language Standards.


SECTION 2: DIMENSIONS

	To lead on specific projects and develop policies and procedures to enable the efficient and effective delivery of the Housing and Economy service.  

To be able to identify and advise staff of new legislation and guidance which will affect the delivery of the service ensuring that the Council is complying with statutory and legal requirements including taking a lead role in the department’s implementation and maintenance of GDPR. 

To contribute to the Council’s priorities including homes that meet people’s needs and aspirations, vulnerable older people are safe and have optimal health, independence and well-being and engaged and satisfied customers.

To support and give advice to the Head of Department, Service Managers, Senior Officers, Lead Members and Elected Members on policy and legislation to enable delivery of the service.

To collate, manage and interpret data to inform business decisions taken within the department and to assist partner organisations. This includes undertaking the quality assurance of data bases such as the Corporate Information Asset Database and the Corporate Asset Management Database.
To undertake research projects to support service improvement including the provision of a horizon-scanning function to identify future housing and housing service-related issues.


SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility
	APPROX % Time on each (min 5%)

	1


	Develop and draft corporate, cross-cutting, departmental and Partnership plans, strategies and policies in accordance with national legislation and guidance, for approval by Members and Senior Officers and in support of the Council Plan priorities. This includes but is not limited to The Local Housing Strategy, Housing Revenue Account Business Plan, Allocations Policy, GTAA, etc. 
	15%

	2
	To support and embed the Council’s Sustainable Planning Principles (Wellbeing of Future Generations Act 2015) through the development, maintenance and co-ordination of partnership and collaborative working across Council departments, with other local authorities, public agencies and Government departments to promote effective joint working and an integrated approach to service delivery. This to include leading, chairing and participating in key meetings to promote service development and practice in line with the agreed Tackling Poverty Strategy and Economic Prosperity Strategy. 
	5%

	3
	Project manage research, consultation and engagement work in specific service areas and work in partnership with tenants, residents and other stakeholders within the area of housing and housing-related services to enable effective and efficient customer focused service delivery.  
	5%

	4
	To lead the department’s implementation and ensure ongoing compliance with the General Data Protection Regulations through the development and maintenance of the Corporate Information Asset Database (Flowz) and other appropriate systems. To undertake spot/checks and audit functions necessary to identify and minimise all risks relating to the department’s processing of personal data, reporting to DMT and HoD as required. To work closely with the Council’s DPO to ensure all necessary guidance and case law is implemented. To provide a lead in the processing of FOI and DAC requests made to the department, ensuring compliance with statutory response times and accurate monitoring of performance.
	10%

	5
	Identify, analyse and interpret any implications of new Welsh Government and UK Government legislation, guidelines, circulars and policy directives and respond to national policies and funding opportunities. Network, consult and work collaboratively with key stakeholders identifying service requirements and implement these. Provide a horizon scanning function to identify future challenges and opportunities. 
	10%

	6
	Provide advice and guidance to the Head of Service, Senior Officers and Elected Members by providing reports, presentations and facilitate workshops. This will enable compliance with statutory legislation, policy development, informed decision making and scrutiny of service delivery. To make recommendations for planning, policy and overall service provision, which take account of current practice, legislation and allocation of resources.
	5%

	7
	To identify, collate and interpret data in order to inform service design and investment decisions. To maintain systems and GIS-based models to support an evidence-based approach to the implementation of the Council’s Build & Buy programme and to apply this approach to other areas of business as required. 
	5%

	8
	To maintain positive working relationships with partners in the field of housing and housing related services, including Registered Social Landlords, private developers and private landlords as necessary, in order to deliver the key aims of the Local Housing Strategy. This will include providing facilitating a formal programme of Housing Alliance meetings as well as development meetings with partners on a case by case basis. 
	5%

	9
	Lead, promote and assist with the development and implementation of effective monitoring and evaluation systems in specific areas of service provision. Provide guidance and support on performance management and service planning and produce and present performance reports for a range of internal and external audiences including the public, regulatory bodies and strategic partners. 
	5%

	10
	Create, develop and maintain performance and quality assurance systems to promote agreed standards of practice and service provision and undertaken a planned programme of internal audit / review to test compliance and where appropriate offer recommendations to ensure a high quality of service is provided to tenants and stakeholders.
	10%

	11
	Review, design, organise, procure, commission and project manage specific projects to meet identified needs This to include leading on the procurement of services, prepare and monitor delivery against service level agreements, etc. to ensure level of service and quality of works are being delivered.
	5%

	12
	To be responsible for leading statutory consultation with all Council tenants and other relevant stakeholders on proposals that affects their tenancy and delivery of services. 
	5%

	13
	Co-ordination and supervision of the Department’s Learning & Development Policy and support provision of a comprehensive staff development programme and Training Plan based on identified needs. This will ensure that the training and development needs of staff are identified and met such as health and safety, risk assessments as well as encourage tenant representatives to develop their skills.
	5%

	14
	To support the administration of the Corporate Asset Management Database, through ensuring quality assurance of the inputting and reviewing of data; and that compliance in undertaking the actions identified through the system is achieved. 
	5%

	15
	To communicate through a range of methods i.e. public meetings, newsletters, events, press with a wide range of people including Elected Members, staff, tenants, other departments and outside organisations. Work in partnership with these and other authorities and Registered Social Landlords to facilitate and encourage joint working or joint approaches to delivering services.
	5%


SECTION 4: CONTEXT STATEMENT

	The post of Projects Officer will have responsibility for interpreting legislation and advising the Head of Service, Senior Management, Officers, Elected Members and tenants on complex issues. Also responsible for producing policy documents, being involved in service reviews, commissioning services and leading on rents and service charges and specific projects ensuring that they are progressed and delivered. The post will lead the department’s response to legislation affecting service delivery to ensure compliance with GDPR. 

Develop flexible and innovative ways of working. Need to comply with Welsh Government and UK Government Legislation. Work undertaken aligns with the Council Plan in particular: PL1 Promoting good quality homes and regeneration; PL3 Communities with sustainable, attractive settlements, neighbourhoods, buildings and spaces; O1 Continuing to modernise our services; E1 Encouraging people to live, work, learn, visit and invest here and E3 Tackling Poverty. 
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PERSON SPECIFICATION
	Job Title
	Projects Officer 

	Job Evaluation ID
	ID2624

	Grade
	G09


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	A degree level or relevant professional qualification and /or relevant experience working within the housing sector
	(
	
	F.C

	5 G.C.S.E ‘O’ Levels English and Maths. 2 ‘A’ Levels or equivalent
	(
	
	F/C

	Chartered Institute of Housing Professional Qualification or equivalent
	
	(
	F/C

	Specialist Knowledge
	
	
	

	Experience of Project Management
	(
	
	F/I

	Understanding of principles of Best Value
	(
	
	F/I

	Understanding of current housing issues at both a policy and operational level 
	(
	
	F/I

	Understanding of Housing Legislation & Housing Finance
	(
	
	F/I

	Experience of producing policy documentation and reports
	(
	
	F/I

	Knowledge of Housing Management Information Systems
	
	(
	F/I

	Understanding of the principles of Quality Systems
	(
	
	F

	Experience of data protection legislation and its implementation in the work place
	(
	
	

	Practical and Intellectual Skills
	
	
	

	Good literacy, numeracy and analytical skills
	(
	
	F/I

	Ability to communicate with a wide range of people
	(
	
	F/I

	Ability to present information to a wide range of individuals and groups
	(
	
	F/I

	Ability to work in systematic and structured manner and organise own work
	(
	
	F/I

	Ability to negotiate and liaise with a variety of agencies
	(
	
	F/I

	Experience and knowledge of IT applications, particularly databases
	
	(
	F/I

	Ability to prioritise workload and work under pressure
	(
	
	F/I

	Ability to work alone or as part of a team
	(
	
	F/I

	Ability to produce quality written material to deadlines
	(
	
	F/I

	Conscientious , enthusiastic, innovative, forward thinking
	(
	
	F/I

	Personal Attributes
	
	
	

	Innovative thinker
	(
	
	

	High level skills of communication, both written and oral
	(
	
	

	Proven ability to meet deadlines and targets 
	(
	
	

	Demonstrates enthusiasm and drive
	(
	
	

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites). 
	
	(
	

	Customer focussed
	(
	
	

	The ability to work outside normal office hours (evenings / weekends)
	(
	
	

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	(
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	(
	
	F/I

	Knowledge of and commitment to the safeguarding of our customers’ personal data (GDPR)
	(
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test


