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Senior Project Officer
Job Description

Title:
Senior Project Officer (River Projects)
Responsible to:
Team Manager 
Responsible for:
Line Management of Project Officers, volunteers and sessionals as required
Job Summary:
To project manage and deliver projects that engage communities with their local watercourses and to improve the water environment. The role will include being a catchment host lead and to develop river focussed projects across Hertfordshire, Bedfordshire and the wider region.
Place and Hours                 Based at our Groundwork Luton and/or Hertfordshire office with some home
of Work: 
working the post holder will be expected to work on projects within the East 
                                                  region and federation as required
Main Duties and Responsibilities

1. Effectively manage a varied workload and support your reports to fulfil their objectives and meet the funding requirements ensuring all projects are well planned, remain within budget, outputs are achieved and milestones met, through efficient project management. Monitor and report on all aspects of project activity.

2. Working closely with the Team Manager you will help to identify and overcome any obstacles to the work and opportunities encountered by the team to add value or improve the delivery of project objectives.

3. Manage volunteers taking part in Groundwork projects, including groups of vulnerable adults, community groups, families and corporate volunteers.  
4. Submit financial claims and provide verbal and written reports to funders; and provide monthly financial, PPM and project updates to the Team Manager.
5. To positively promote Groundwork through public presentations, exhibitions and other relevant fora. 

6. Initiate, build and maintain lasting formal relationships with partners and stakeholders including local authorities, water companies, statutory bodies, environmental NGOs and local groups.
7. To deputise for the Team Manager as and when required. 
Other Responsibilities:

1. Take an active role and participate in a Trust’s sub group
2. To support the Operations Manager and Development colleagues with funding bids and development work as required.


3. To positively represent Groundwork at partner organisation meetings and produce written reports as appropriate.

4. To ensure compliance with the Trust’s policies/procedures and with insurance and statutory requirements, particularly health and safety, the Children’s Act, Equal Opportunities and GDPR.
5. To undertake other administrative duties as required by the post which will include responding to customer concerns and queries.
6. To undertake other related tasks commensurate with the evolving objectives and responsibilities of the post, as may be reasonably requested by the Leadership Team or Team Manager.
7. To attend wider Trust team meetings, outside of normal working area, as required.
8. Liaise with other Groundwork Trusts, and Groundwork UK as necessary.

Personal Development and Training:

1. To complete all mandatory training as required and ensure that mandatory training of direct reports is recorded and maintained. 

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 and promote the sharing of best practice across the team. 


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 Officer – person specification

Application Form – AF   /   Interview - I

	Qualifications
	Evidence

	Essential
· A valid driving licence 
· An environmental degree

Desirable
· Teaching qualification or Level 3 in Education and Learning

· First aid training
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	Experience
	Evidence

	Essential
· Experience of delivering water related community/environmental projects

· Project management, budgets and finance 

· Developing effective partnerships and projects

· Supervising and managing staff/volunteers/sessionals

· Health and safety assessment for practical tasks  

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

Desirable
· Fundraising / bid writing

· Community consultation / engagement / participation / outreach delivery 
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	Skills
	Evidence

	Essential
· Ability to manage time effectively, work under pressure and meet deadlines

· 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 

· Demonstrate self- motivation and to work on own initiative and as part of a team

· Tact and diplomacy

· Flexibility – to adapt to changing circumstances

· Supervising and managing volunteers, sessionals and staff
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	Knowledge
	Evidence

	Essential


· Understanding and interest in current community and environmental issues

•
Knowledge of the Water Environment
· Environmental / community funding opportunities 

· Awareness of communities across the region

Desirable

•
Awareness of communities across the east of England
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