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Senior Project Officer 

Job Description

Title:
Senior Project Officer (Cambridgeshire)
Responsible to:
Operations Manager 
Responsible for:
Project Officers (Cambridgeshire), sessional workers and volunteers
Job Summary:
To assist the Operations Manager to develop, support, deliver and manage a programme of sustainable projects and initiatives across Cambridgeshire.  The role combines the delivery of individual projects and coordinating the delivery of others in community and education projects including environmental projects, family & adult education projects (natural play, health and wellbeing) and teacher training.
Place and Hours
of work:
Based in the Trust offices at Alconbury Weald, nr Huntingdon. The post holder will work throughout Cambridgeshire and across Groundwork East’s operating area as required.  


Due to the varied nature of the programme some evening and weekend hours will be required with time off in lieu given.  The Trust operates a flexible working system
Main Duties and Responsibilities:

1. Initiate, develop, manage and deliver community and environmental projects, including larger programmes, throughout Cambridgeshire alongside identified partner organisations and local groups.
2. To ensure Project Officers receive personal supervision on at least a monthly basis and receives annual appraisals in accordance with the Trust’s Pay and Reward Policy. 
3. Lead on the delivery and project management of adult learning projects.  Liaise with officers across other areas delivering similar work to maintain quality assurance.   
4. Work alongside the Operations Manager and Development Manager to identify and apply for external funding, including for larger programmes, across Cambridgeshire
5. Deputise for the Operations Manager as agreed and when required.

6. Effectively manage a varied workload, ensuring all community and education projects are well planned, remain within budget, outputs are achieved and milestones met, through efficient project management.


7. Manage volunteers taking part in Groundwork projects, including groups of vulnerable adults, community groups, families and corporate volunteers.  This will include both office-based and practical activities such as food growing, horticulture and conservation tasks.  


8. Identify and liaise with appropriate stakeholders including local authorities, health authorities, schools, youth agencies, businesses and local communities to ensure a coordinated and multi-agency approach.  Maintain contact as appropriate, beyond project timescales.
9. Raise the profile of all projects internally and externally with partners, funders and communities through effective publicity, working closely with the Marketing Team.  
10. Submit financial claims and provide verbal and written reports to funders; and provide monthly financial, PPM and project updates to Operations Manager.
11. Work in a manner so as to develop the skills, confidence and capabilities of Groundwork staff and community partners.

Other Responsibilities:

1. To play an active role as appropriate more widely across Groundwork East to develop Groundwork’s project programme; and influence the Trust’s work overall.
2. Promote Groundwork activities at a local and regional level; providing an efficient and courteous service.


3. Ensure compliance with Trust policies, and with insurance and statutory requirements, particularly health and safety, safeguarding (including Prevent) the Children’s Act and equal opportunities.
4. To undertake other administrative duties as required by the post.
5. To undertake any task that may be requested from time to time by the Executive or Operations Directors or Operations Manager as may be consistent with the nature and scope of the post.

6. Liaise with other Groundwork Trusts, and Groundwork UK as necessary.
Personal Development and Training:

1. To attend regular team meetings and supervision with line manager.

2. To undertake training and development as agreed with line manager.

3. To be a positive force within the staff team taking personal responsibility for ensuring good morale and positive work relations.


Please note: Appointment to this post is subject to an enhanced check endorsed by the Criminal Records Bureau (under Section 7(1) of the Protection of Children Act 1999).
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 Senior Project Officer – person specification
Application Form – AF   /   Interview - I

	Qualifications
	Evidence

	Essential
· A valid driving licence 
· A teaching qualification (PGCE, BEd, DTLLS, L3 Lifelong learning PTLLS or similar)

Desirable

· A community / environmental degree
· Horticulture qualification 
· Mini-bus driving licence  
· First aid training
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	Experience
	Evidence

	Essential
· A minimum of three years’ experience delivering community / environmental projects including practical work
· Teaching/leading learners of all ages particularly adults, families and the vulnerable

· Project management, budgets and finance and produce evaluation reports
· Developing effective partnerships and projects
· Supervising and managing volunteers

· Health and safety assessment for practical tasks  
· Community consultation / engagement / participation / outreach delivery 

Desirable
· Fundraising / bid writing

· Marketing and publicity
· Working with: children, youth, minority ethnic communities, vulnerable adults including those with physical and mental health problems.
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	Skills
	Evidence

	Essential
· Ability to manage time effectively, work under pressure and meet deadlines
· Produce written reports to clients/funders
· Excellent communication and social skills and ability to speak and relate to people of varied backgrounds including tailoring messages to different audiences

· Good knowledge of IT including Word and Excel, as well as email/internet use 

· To work on own initiative and as part of a team

· Tact and diplomacy

· Flexibility – to adapt to changing circumstances
· Supervising and managing volunteers
Desirable
· Supervising and managing employed staff
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	Knowledge
	Evidence

	Essential


· Understanding and interest in current community and environmental issues

•
Equal opportunities 
· Local authority procedures

· Environmental / community funding opportunities 

· Awareness of communities across Cambridgeshire
Desirable

•
Awareness of communities across the east of England
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