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[bookmark: _Hlk176354214]Job description

	Date:
	28 August 2026


__________________________________________________________________

	Department:

	Corporate Services 

	Post number:

	DSDCSPO014

	Section:

	Digital Services

	Job title:

	Project Support Officer (IWMS / AMS Project)

	Grade:

	Grade 8 


_____________________________________________________________________

Main purpose of job

To be responsible to the relevant Project Manager to support with the development, implementation and support of a technology solution, or solutions.

To contribute to the effective planning, governance, reporting, risk and issue management, change control, and delivery coordination of the project.

Supervise and monitor the performance of assigned staff to ensure the delivery of a high-quality service.

Ensure projects are delivered in a controlled and transparent manner, focusing on project assurance, stakeholder engagement, documentation management, and delivery support.


Summary of responsibilities and personal duties

1. [bookmark: _Hlk100914167]Support the Project Manager in the development, maintenance, and updating of project plans, schedules, and delivery roadmaps.

2. Coordinate and manage delegated project work packages, ensuring tasks are progressed in line with agreed scope, dependencies, milestones, tolerances, and quality standards.

3. Assist the Project Manager in tracking delivery progress against the project plan, proactively identifying slippages, risks, and emerging issues and escalating these as appropriate.

4. Assist with supporting the project governance arrangements by preparing highlight reports, progress updates, dashboards, and briefing papers for project boards, senior users, and stakeholders.

5. Support the operation of project change control and core project governance by logging, tracking, and coordinating impact information for change requests in line with agreed tolerances and processes, while maintaining the project RAID register (Risks, Assumptions, Issues, and Dependencies) and ensuring action logs, decision logs, change requests, and document repositories are accurate, up to date, and enable effective mitigation, escalation, and oversight.

6. Support the preparation of project stage plans, end‑stage reports, and the lessons learned register, while ensuring compliance with organisational project management, digital, governance, and assurance frameworks and standards.

7. Assist with project communications and stakeholder engagement activities, ensuring communications are clear, accurate, timely, audience‑appropriate, and ensuring that good working relationships are built and maintained.

8. Coordinate project meetings, workshops, and user engagement sessions, including agenda preparation, minute taking, action tracking, and follow‑up.

9. Support change‑related communications to help prepare users and service areas for system changes, enhancements, and new functionality.

10. Assist with the coordination of upgrades, configuration changes, releases, and deployment activities, working closely with technical teams, suppliers, and business stakeholders.

11. Assist with the coordination, planning and tracking of testing activities, including system testing, integration testing, and user acceptance testing (UAT), as well as defect logging and resolution tracking.
12. Support the project manager with the planning and coordination of training activities, including end‑user training, working in cooperation with the council’s technical training and service teams.

13. Support readiness activities for go‑live and post‑deployment periods, including cutover planning, user communications, and early‑life support arrangements.

14. Support the planning and delivery of data migration by coordinating activities in line with scope and standards, while maintaining migration plans, schedules, and staging approaches, and managing related risks, assumptions, issues, and dependencies to ensure effective mitigation and escalation.

15. Support the Project Manager with budget monitoring and financial tracking for project activities.

16. Assist with forecasting, cost tracking, and financial reporting, including monitoring supplier invoices against agreed milestones and deliverables.

17. Maintain and update project benefits profiles and benefits realisation plans.

18. Support tracking, reporting, and validation of benefits throughout the project lifecycle and transition to operational service, including lessons learned and continuous improvement strategies.  

19. Ensure all project documentation is maintained, version‑controlled, and stored in accordance with council information governance and records management standards.

20. Support the Project Manager with the transition of project deliverables into operational ownership by ensuring documentation, handover materials, and knowledge transfer activities are completed and validated.

21. Supervise the workload of any assigned staff ensuring that it is scheduled effectively to facilitate operational efficiency and manage and develop them in accordance with performance management principles.

22. Be responsible for investigating and resolving problems and incidents and providing information and assistance to customers enabling them to make effective use of the systems.

23. 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. 

24. 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.

25. Participate as directed in the council’s recruitment and selection procedures.

26. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

27. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

28. 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.





























Employee specification

	Date:
	2 September 2026


_____________________________________________________________________

	Department:

	Corporate Services Department

	Post number:

	DSDCSPO014

	Section:

	Digital Services

	Job title:

	Project Support Officer (IWMS / AMS Project)

	Grade:

	Grade 8


_____________________________________________________________________

Essential criteria

Qualifications and, or experience

Applicants must, as at the closing date for receipt of application forms, either: 

· a third level qualification in a relevant subject such as Project Management, Business Studies, Management, Information Systems, Computer Science, Business Administration, Public Administration or another relevant discipline, or an equivalent qualification, and be able to demonstrate on the application form, by providing personal and specific examples, of at least one year’s relevant experience in each of the following areas:

or, 
· be able to demonstrate, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the following areas:

(a) maintaining project management, governance and control documentation to support the planning, coordination, monitoring or delivery of digital projects within a large organisation[footnoteRef:1]; [1:  A large organisation is considered as having more than 200 employees and, or a budget of over £2million.] 


(b) working with a range of internal and external stakeholders support the delivery of agreed project outcomes, actions and milestones; and 

(c) working in information technology project teams to deliver change management or process improvement activities.



Desirable criteria

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms, either have a third level qualification in a relevant subject such as Project Management, Business Studies, Management, Information Systems, Computer Science, Business Administration, Public Administration or another relevant discipline, or an equivalent qualification, and be able to demonstrate on the application form, by providing personal and specific examples, of at least two years’ relevant experience in each of the aforementioned areas (a) to (c) or at least three years’ relevant experience in the aforementioned areas (a) to (c).


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
Excellent oral and written communication and presentational skills, with the ability to represent and promote the interests of the council at local, regional, and national level.

Partnership working skills
The ability to form, develop and maintain effective partnership arrangements, both internally and externally.

Project management
The ability to manage projects involving the development and implementation of business processes to meet identified business needs, acquiring and utilising the necessary resources and skills, within agreed parameters of cost, timescales and quality.

Analysis and problem solving skills
The ability to use analytical skills to contribute effectively to the identification of trends, risks prioritisation and provide effective solutions to customer challenges.

Team-working and leadership skills
The ability to motivate, manage and develop a team of professional officers to help them perform at their best within a complex organisation in a changing financial and administrative environment.

Customer care skills
The ability to ensure that services are provided to the highest quality within agreed budgets and with a commitment to the principles of customer care.

Information technology knowledge
The ability to anticipate, keep track of and interpret developments in software tools and information services and the display of imagination, creativity and innovation in the development of practical solutions.
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