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Job description

	Date:
	4 August 2026
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	Department:

	City and Neighbourhood Services 

	Post number:

	OSSPO007

	Section:

	Neighbourhood Services

	Job title:

	Operational Delivery and Evidence Officer 
(Alleyways Transformation Programme) – Fixed Term Contract

	Grade:

	Grade 7


______________________________________________________________________

Main purpose of job

To be responsible to the Alleyways Transformation Programme Manager for co-ordinating operational delivery and monitoring impact across all aspects of the Belfast Alleyways Transformation Programme.  

Reporting to the Programme Manager, and working closely with the Community Engagement Officer and the wider council team, to manage and provide support for operational and impact monitoring elements of the project, including: 

Working across council teams and external stakeholders to ensure operational aspects of the programme are co-ordinated and delivered on time and to budget.

· Assisting work to ensure council collates baseline data to support a robust data driven understanding of the programme impact on residents.

· Co-ordinating delivery of the agreed monitoring framework and impact assessment.

· Assisting with work to ensure co-ordination and operationalisation of work and initiatives to support residents purposeful use of alleyway space: e.g. support the delivery and operationalisation of resource hubs accessible to residents are operationalised at specific locations across the city.

· Assisting with work to ensure future state processes are implemented within the organisation.

· Assist to deliver a sustainability plan and business case detailing the impact of the alleyway transformation programme on the council and residents.


About the Alleyways Transformation Programme

Belfast has achieved innovation funding for the development of a programme to support sustainable delivery of 25 miles (one fifth of the cities alleyway estate) of transformed alleyways by 31st March 2028. This will include a diverse range of interventions shaped by local circumstances and the particular interest of each community.

The programme will seek to harness services in an integrated way, working with communities and public bodies to provide a single ‘alleyway service commitment’ that is responsive to local needs; supported by local resource hubs with inventories recycled from our waste stream; digital tools for expert advice and volunteering; and a micro-grant scheme.

Summary of responsibilities and personal duties

1. Support the Programme Manager with management of strategic partnerships to ensure participation in the development of a pipeline of alleyway enhancement initiatives/projects aligned to key council objectives in strategies.

2. Support the operationalisation of key initiatives in conjunction with council teams, local stakeholders and site staff and within the context of the department’s strategies and other council initiatives.

3. Support the co-ordination, and capture  of baseline information for the development of a spatial platform to map out programme sites, collate relevant associated data and integrate from council data systems.

4. Support development of a sustainability plan, future state process implementation and business case setting out a future programme and the resources to support it.

5. Assist in the collation of information, research and the timely production of all information required for council or committee reports, official returns and for performance measurement as requested. 

6. Actively partake in project governance as directed by the Programme Manager by attending any regular steering and working group meetings and develop links to other council strategies such as the Sustainable Development Action Plan. 

7. Research and prepare reports as required for and to provide written guidance for Council officers and other stakeholders on relevant topics.

8. Monitor and support the management of relevant budgets in accordance with the Council’s financial regulations and standing orders, to ensure targets are met within budget and claims for expenditure are submitted in a timely manner to funders.

9. Assist in the preparation of product specifications and tenders as and when required, in liaison with the Programme Manager and Council Procurement Officer.

10.  Support the identification of other potential sources of funding and apply for grants where appropriate to fund projects relating to the project deliverables. 

11. [bookmark: _Hlk121493615][bookmark: _Hlk111624160][bookmark: _Hlk121401328][bookmark: _Hlk121385212]Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

12. [bookmark: _Hlk121409270][bookmark: _Hlk121384145][bookmark: _Hlk111624112]Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

13. [bookmark: _Hlk121493671][bookmark: _Hlk121384176][bookmark: _Hlk121384875][bookmark: _Hlk121398265][bookmark: _Hlk121394429]Participate as directed in the Council’s recruitment and selection procedures.

14. [bookmark: _Hlk121409458][bookmark: _Hlk121384201][bookmark: _Hlk121398252]Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

15. [bookmark: _Hlk121409182][bookmark: _Hlk121394859]Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

16. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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	Job title:

	Operational Delivery and Evidence Officer 
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Essential criteria: 

Qualifications and/or experience

Applicants must, as at the closing date for receipt of applications, have either:

· a third level qualification in a relevant subject such as business studies, management, a social science such as environmental science, environmental planning, social science, social policy, horticulture, land management or community development etc (or an equivalent qualification) and be able to demonstrate on the application form, by providing personal, specific examples, at least one year’s relevant experience in areas (a) to (c): or
· be able to demonstrate, by providing personal, specific examples on the application form, at least two years’ relevant experience in areas (a) to (c):

(a) assisting in developing and implementing strategic policy documents;
(b) assisting in establishing and leading working partnerships with a range stakeholders to deliver on common outcomes relating to innovation and community; and
(c) developing and managing projects including the collation and management of datasets and operationalising new processes and initiatives. 

Desirable criteria

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to shortlist only those applicants who:
· in the first instance, have a third level qualification in a relevant subject and two years’ relevant experience or three years’ relevant experience in the aforementioned three areas (a) to (c); and
· in the second instance can demonstrate on the application form, by providing personal and specific examples, that they have:
(d) one year’s relevant experience in undertaking and managing ecological surveys, including writing briefs and reviewing reports.

Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:

Communication skills: the ability to communicate with the ability to provide diplomacy when working with sensitive and controversial issues. The ability to prepare strategic and policy documents and implement action plans.

Technical knowledge: a thorough knowledge of current environmental issues and legislation.

Organisational and work planning skills: the ability to manage and prioritise a workload, to undertake required tasks independently and work to the specific technical criteria and targets.

Analysis and decision-making skills: an incisive and practical approach to decision making with the ability to know when to make decisions in relation to their own methods of working and set personal priorities to achieve targets.

Team-working and leadership skills: the ability to work constructively within a team and to encourage high levels of co-operation between team members offering leadership to motivate others. The ability to delegate effectively and encourage teamwork to deliver successful results, building a rapport with others, listening and learning as well as offering help and support.

Work planning and organisational skills: an understanding of the techniques of project management and can manage others to ensure the best possible results are produced for the resources invested. The ability to establish and maintain effective administrative, work monitoring and tracking systems in order to meet objectives and deadlines.

Partnership working skills: the ability to work with a diverse group of professionals and community representatives to meet common objectives.

Information technology skills: the ability to use a number of standard information and technology packages, such as Microsoft Office and GIS, effectively and to manipulate databases to collate information.

Customer care skills: the ability to deal with the public and representatives of external organisations in a positive manner with an awareness of customer care principles.

Financial and resource management skills: an understanding of budgets and control of resources including the ability to determine and plan resources required to meet specific objectives.

Health and Safety awareness: a basic understanding of the health and safety responsibilities attached to the post to ensure the safety of members of the public.

______________________________________________________________________________
Operational Delivery and Evidence Officer (ATP)
