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Job description

	Date:
	28 April 2021


___________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post number:

	NSCPPO001

	Job title:
	Lead Officer – Community Provision 


	Grade:

	Grade 12


_________________________________________________________________

Main purpose of job

The post-holder will report through the relevant manager and will have responsibility for one of the following portfolio areas within Community Provision (Community Services, Good Relations, Community Safety (including PCSP), Waste/Cleansing Education and Awareness, Community Parks Outreach, Health and Wellbeing, Sports Development and Open Spaces and Active Living (OSAL)):
Post 1 – Assets Optimisation and Programming
Post 2 – Strategic Partnerships, Funding and Capacity

To assist the relevant manager in ensuring optimum service delivery of allocated Community Provision portfolio in line with the Belfast Agenda, Belfast: Our Recovery, the Transition and Improvement Programme and other council initiatives.

To be responsible through the relevant manager for performance within their allocated portfolio and lead on the development of strategic plans, operational plans and performance indicators to embed a culture of continuous improvement and ensure targets and customer service standards are met.

To deliver effective, efficient and innovative approaches to service delivery whilst overseeing the appropriate and efficient use of resources for their allocated portfolios and contribution to strategic objectives.

To assist the relevant manager and senior officers in ensuring the integration and mobilisation of staff across Community Provision at both a citywide and area level in support of the council’s overall strategic objectives.

To be responsible through the relevant manager for proactively leading and participating in change and improvement projects and embedding a culture of change and improvement across all staffing levels within Community Provision.

To work closely with senior officers across the council and Elected Members in setting direction and providing strong leadership in their allocated portfolios and achieving a ‘One council’ approach to service delivery.

To manage all allocated staff and resources in accordance with the council’s agreed principles for performance management, value for money and quality initiatives.

To monitor and manage such budgets as are allocated for the discharge of the functions under the post holder’s control in accordance with the council’s policies, financial regulations and standing orders, to ensure that the service’s objectives are achieved within budget.

The post holder will deputise as required for the relevant manager on matters within the post’s sphere of responsibility.



Summary of responsibilities, tasks and duties

1. Support the planning, development, implementation and review of strategic and operational plans for Community Provision to ensure the identification of cross cutting synergies, better coordination and integration of resources at both a city and area level, to solve local problems and assist in ensuring high performing, customer focussed and efficient services are delivered across the city.

2. Oversee the delivery and integration of service with a high level of political awareness engaging with senior officers and councillors to resolve local issues and strategies for continuous improvement. 

3. Act as champion internally and externally for Community Provision supporting Corporate Strategies such as the Council Corporate Plan and the Belfast Agenda.

4. Ensure effective leadership and support for any allocated internal or external partnerships, working groups and project teams.

5. Continually seek ways to deliver improved services at both an area and city-wide level, developing service standards and bringing forward innovative approaches.

6. Develop strong networks and formal/informal partnerships to enhance effective communication and consultation with appropriate stakeholders, both internally and externally, to maximise the effective delivery of allocated projects and programmes of work.

7. Assist with any allocated work in support of the core objectives of Community Provision and provide assistance where appropriate to Senior Officers, Chief Officers and Elected Members. To represent the relevant senior manager as and when required.

8. To produce timely committee briefings, performance management and financial reports and any other associated papers and to attend committees, corporate management team, project boards etc. as and when required.

9. Comply with all relevant legislation, regulation and standards, including Health and Safety legislation as identified in the Health and Safety Policy and carrying out of regular risk assessments and supporting the council’s Risk Management Strategy.

10. To promote good industrial relations with trade unions and to consult and negotiate with full-time officials and local shop stewards as required.

11. To ensure fit for purpose, proportionate and consistent processes for the management of all grant funded or commissioned services within Community Provision and compliance with the requirements of all external funders.

12. Provide support, guidance and coaching for relevant staff and project teams internally and externally and show commitment to personal development. 
13. Manage any assigned staff in accordance with relevant council policies and procedures and identify any training and development opportunities. Lead, manage, develop and motivate assigned staff in accordance with the principles of performance management. 

14. To ensure the provision of a high level of customer focus and service at all times, projecting and maintaining a positive image on behalf of Belfast City Council with all those contacted in the course of work.

15. To be available for operational/emergency call out, at any time, outside of normal working hours and ensure Business Continuity plans and arrangements are in place.

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

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

18. 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 procedures as appropriate.

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

20. 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, 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:
	8 September 2026


___________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post number:

	NSCPPO001

	Job title:
	Lead Officer – Community Provision


	Grade:

	Grade 12


___________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:
· have a third level qualification in a relevant subject such as business management, business development and innovation, social policy, community development or equivalent qualification; and be able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience in each of the following areas:
or
· be able to demonstrate on the application form, by providing personal and specific examples, that they have at least three years’ relevant experience in each of the following areas:

a) effectively leading and managing the delivery of a range of complex, multi-disciplinary projects that have contributed directly to the achievement of corporate objectives and priorities;
b) managing and motivating staff through a change and transformation process which resulted in improved outcomes for communities and services; and
c) managing and developing effective collaborative relationships with a range of internal and external stakeholders, including elected members, to develop and implement integrated programmes of work to deliver on common outcomes.

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, can demonstrate, by providing personal and specific examples on the application form, d) at least two years’ relevant experience of leading on the development and implementation of operational plans and performance indicators and ensuring that targets and customer service standards are met.

Special skills and attributes

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

Communication and influencing skills: the ability to demonstrate highly effective presentation and oral and written communication skills capable of influencing and persuading a wide range of internal and external audiences and the ability to write complex reports within tight timeframes.  The ability to build rapport and maintain the engagement and commitment of others to secure their support.

Team working skills and leadership skills: the ability to lead a project team to achieve team objectives and develop high levels of communication and cooperation between team members and a performance management culture and to work as a team member to contribute to team objectives.

Corporate knowledge: the ability to work as a corporate team member, seeking to achieve organisation wide objectives, through participation in and through leading of intra and inter-departmental teams.

Project management and work planning skills: the ability to determine organisational priorities and resource requirements for complex programmes and projects and manage allocated workload on the basis of available resources and to work to tight deadlines to ensure effective delivery.

Partnership working skills: the ability to form, maintain and enhance partnership working with internal and external stakeholders, networks and communities to build consensus around key projects.

Analytical skills: the ability to analyse and interpret complex issues, to exercise critical judgement, to take effective decisions to arrive at practical solutions and successful outcomes and to collate complex data and information.

Performance management skills: the ability to performance manage projects including the setting of objectives and targets, monitoring criteria and evaluation performance measures.

Political sensitivity skills: the ability to work in a local political environment with awareness, sensitivity and commitment to working closely with elected politicians, partners and local organisations and maintaining positive public relations.

Relationship management skills: the ability to build and sustain relationships at senior levels across the city.

Commitment to change: The ability to demonstrate a personal commitment to change and to lead others through organisational or other major change programmes, securing continued commitment to organisational objectives.


_________________________________________________________________________
Lead Officer (Community Provision)
10/09/26


