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Job description

	Date:
	5 March 2018
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	Department:

	Corporate Services Department

	Post number:

	CITPO003

	Section:

	City Innovation

	Job title:

	City Innovation Programme Officer

	Grade:

	Grade 9


_______________________________________________________________________

Main purpose of job

Responsible to the relevant senior officer for the support and coordination of innovation projects and programmes of work, ensuring the delivery of products and services to agreed quality, time and budget as part of the council’s portfolio of innovation projects and frameworks.

Responsible for identifying business needs and to investigate, develop business cases and to coordinate the implementation of appropriate innovation solutions.

Establish and support relevant partnerships and networks across a wide range of disciplines to create a collaborative environment, both internally and externally, to deliver projects and programmes or work.

To provide resources across the section under the direction of the City Innovation Manager and the Senior Management Team (SMT).

Summary of responsibilities and personal duties

1. Responsible for the coordination of the delivery of innovation projects and programmes of work across council departments and with outside partners.

2. Working closely with council departments and external stakeholders, analyse, specify, integrate and implement solutions which meet the Belfast Agenda objectives.

3. Ensure that comprehensive project, quality and risk plans for all projects are prepared and maintained.

4. Manage and monitor the performance of assigned staff against plans, ensuring the delivery of work to quality, time, and budget, facilitating operational efficiency in accordance with performance management principles.

5. Establish the necessary project and programme management arrangements to support the successful delivery of the programmes and projects within the improvement portfolio.

6. Provide advice and support to customers and relevant internal and external stakeholders, partners, citizens and service users on all aspects of the innovative projects and related work. 

7. Work in collaboration and engage with project managers and partners to remove barriers and resolve issues impeding progress and to ensure all issues and risks are identified monitored tracked and addressed.

8. 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. 

9. Promote the use of technology, both internally and externally, by undertaking or contributing to presentations, seminars, and other events to help raise awareness of how smart technology can enhance business performance.  Contribute to the research, development or evaluation of smart solutions that can support the delivery of the city strategies.

10. Support the development of the city strategies through research analysis and investigation as required.

11. Undertake the monitoring and evaluation of funding streams, to maintain communications with a range of funding bodies, and in conjunction with the Business Coordinator as required, ensure all regulations, processes and procedures are adhered to and funding conditions are complied with. 

12. Regularly monitor and report on progress of projects and programmes together with risks and issues to the senior manager.

13. Attend meetings and deliver presentations both internally and externally as required and to represent the senior manager when required.

14. Establish and support relevant partnerships and networks across a wide range of disciplines to create a collaborative environment, both internally and externally, to deliver projects and programmes or work.

15. Ensure both internal standards and external requirements such as procurement standards, audit standards, data management standards, safety-related standards, legislation and best practice are adhered to.  Ensure all work is carried out in accordance with the agreed organisational standards.

16. Prepare proposals and reports and present findings and recommendations to senior officers as required.

17. 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.

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

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

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

21. 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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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 Information Technology, Business or Public Administration, or equivalent qualification and be able to demonstrate by providing personal and specific examples on the application form, at least one year’s relevant experience in each of the following three 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 three areas: 

(a) developing, managing and successfully delivering relevant complex urban innovative projects to meet corporate priorities;
(b) developing and managing partnerships with a range of internal and external stakeholders including identifying funding opportunities and working with collaborative cross-sector partnerships and networks; and
(c) supporting engagement and communications activities for collaborative innovation projects.

Desirable criteria 

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to short-list only those applicants who have one years’ experience, as at the closing date for receipt of applications:

· in the first instance, can demonstrate, by providing personal and specific examples on the application form, relevant experience of (d) promoting the use of innovative smart technologies to increase business efficiency and delivering presentations and seminars to a range of internal and external groups; and
· in the second instance, possess an additional higher-level qualification in a relevant subject, such as a Masters in Information Systems, or equivalent qualification. 



Special skills and attributes

Applicants must be able to demonstrate evidence of the following skills and attributes which will 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 skills: 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.

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

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, direct 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 focus 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.

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