

	Competency Based Job Profile  



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Economy and Development

	POST TITLE: Programme Support Officer
	REPORTS TO: Keighley Towns Fund Manager 

	GRADE: Band 8 £30,060 - £32,654
	SAP POSITION NUMBER : 50230105


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis. For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: Max 3

	Provide programme management support of the town and high street regeneration; promoting the distinctive offer of each place, improving the resilience and sustainability of our places and communities and contributing to economic growth.

Responsible for the administrative processes related to the Town Deal Board, the Towns Fund investment and the distinctiveness of the town; and bolster opportunities to attract inward investment and promote new enterprise. 
Working closely with Regeneration Managers to ensure that the work of the Towns Deal Board and the emerging Town Investment Plans support and complement existing strategic investment activity that is already underway or planned. 



	Main Responsibilities of Post: Max 15

	Co-ordinate the leadership and direction, with the support of the Regeneration Managers of the programme that contributes to the desired outcomes; this will include ensuring that the governance and administration of the Boards is appropriate and effective.
Build, develop and maintain strong relationships with stakeholders especially the Town Deal Board Members, private investors, developers and businesses to bring forward and maximise the conditions for change and growth in the Towns and District. 

Manage and develop the communication, social media and marketing strategy with the Town Board members, Regeneration Managers, Council and Key Stakeholders, including the Shipley and Keighley Town Councils to ensure project information is shared and promoted widely.  

Support the Regeneration Managers to ensure that project leads across the Towns Board partnership have clear, deliverable plans in place as part of the programme plan – supporting them in the development of these plans. 

Ensure the administrative arrangements to oversee the delivery of each part of the plan are in place – both challenging these plans and ensuring a coherence to delivery. 

Support the Regeneration Managers to create and engage a network of stakeholders who have a direct interest in shaping the Town Deal bid.

Prepare reports and briefings and attend Executive, Scrutiny and Overview committees, Area Committees, Working parties and other corporate meetings as required.
To provide communications and briefings to senior managers, elected members, local MPs, partners and the media.

Interpret performance and financial data in order to assist the Head of Service and Assistant Director to ensure effective service delivery and financial management of the service.
Experience in supporting the budget monitoring process through the use of financial, CRM or other reporting systems. 


	Structure:
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	Special Knowledge Requirement: Essential for shortlisting. Max 10


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the Advanced Threshold level which will be implemented where the post requires a greater level  of sensitive interaction with the public,( e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:
a) Can express themselves fluently and spontaneously , almost effortlessly

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 
	X

	Track record of administration within major regeneration and development projects and programmes
	X

	Excellent networking and negotiation skills including the ability to maintain and develop ongoing and productive relationships with internal departments, elected Members, business and community representatives and partners to achieve the most beneficial outcomes for businesses and achievement of project objectives.
	X

	IT Literate, capable of using MS Word / Excel and other office packages including  Powerpoint, Outlook, Microsoft Project
	X

	Experience of budget monitoring and management including keeping costs within agreed levels for own section/team/project and of developing funding bids
	X

	Programme and Project Management Skills
	X

	Able to demonstrate a high level of political awareness.
	X

	Intellectual ability to assimilate complex information and issues and disseminate them to others in meaningful way.
	X

	Ability to communicate effectively and with confidence both orally and in writing to a wide range of audiences (including ability to write clear and concise reports & presentations). 
	X


	Relevant experience requirement: Essential for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Advanced  threshold level outlined under Special Knowledge above.  

	Relevant professional qualifications requirement: Essential for shortlisting


	Minimum of 5 GCSE’s (grade C or above) or equivalent including English Language.



	Core Employee competencies at administration level to be used at the interview 
stage. 

	Carries Out Performance Management – Covers the employee’s capacity to manage 
their workload and carry out a number of specific tasks accurately and to a high standard.

	Communicates Effectively - Covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Working Conditions: 

 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
Expected to attend and represent the service at a wide range of Council Committees, Neighbourhood Forums, public meetings, courses and conferences as necessary, including those which take place outside normal office hours.   

	Special Conditions: 

	None.

	Compiled by:

Ravinder Panesar
Date: 19.07.23
	Grade Assessment Date: 

	Post Grade: Band 8
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