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Job description

	Date:
	October 2024


_____________________________________________________________________

	Department:

	Property and Projects

	Post number:

	PRPMPO028

	Section:

	Property Maintenance

	Job title:

	Projects Officer (Mechanical) 

	Grade:

	Grade 8


_____________________________________________________________________

Main purpose of job

The post holder will report to the Assistant Programme Manager (M&E Projects) and will be responsible for:

· Assisting in the implementation, delivery, and monitoring of an effective mechanical services programme of refurbishment projects and improvement works for council assets, ensuring compliance with applicable legislation and statutory requirements.

· The co-ordination, design, implementation, and delivery of multiple assigned bespoke projects within the agreed timeframes or specific deadlines.

· The provision of a full mechanical design service and the preparation of full design packages for use in procurement exercises.

· [bookmark: _Hlk124423499]The project management of assigned Mechanical and Electrical (M&E) projects in compliance with the RIBA stage plan and agreed project management methodology, resolving any immediate issues arising.    

· Ensuring effective financial management and high quality, responsive and integrated customer focused services for the assigned mechanical projects programme of work and assigned bespoke projects.

· The co-ordination of M&E projects with the unit’s wider range of M&E and fabric programmes and projects and other programmes of work across the department and wider organisation.

· Providing specialist professional and technical advice and guidance on all property-related matters as required including keeping under review new developments in the field of mechanical design and to make periodic recommendations for improvements.

Summary of responsibilities and personal duties

1. Work collaboratively with staff across the service and department to ensure the operational delivery of all M&E contracted services, the energy and climate change agenda (including all statutory and non-statutory responsibilities) and support in delivery of the council’s strategic objectives.

2. Plan, deploy and manage all allocated resources in such a way as to secure optimal performance and to assist in the achievement of the M&E Project’s sections financial and operational targets.

3. Contribute to the development of overall department aims, values, objectives, strategies, and policies as a member of the M&E services team.

4. Liaise with relevant departmental project teams in respect of the design, construction, and handover of new-build and major refurbishment projects utilising departmental systems and processes.

5. Assist in the development, implementation, delivery, and monitoring of a mechanical services planned maintenance programme and bespoke projects for all the council’s properties and installations, ensuring successful delivery in line with agreed timelines.

6. Produce reports, data, relevant requests for information and documentation for presentation to the Assistant Programme Manager (M&E Projects), Maintenance Programme Manager (M&E Services) and the Property Services Manager were required to do.

7. Assist in the implementation of effective customer engagement techniques, to ensure constructive and effective working relationships with department staff, council staff in other departments, senior officers, building occupiers, and a range of contractors, consultants, engineers, public utility providers, statutory bodies, and any other relevant partners across the construction environment.

8. Assist with the timely and accurate compilation of revenue and capital estimates associated with mechanical projects and to be responsible for assigned revenue and capital budgets associated with the assigned service area. 
	
9. Assist in the development of the unit’s annual service plan, and to be responsible for the monitoring, management, and reporting of a range of performance indicators associated with the assigned service area.

10. Responsible for the production, updating, retrieval, storage and archiving of timely and effective mechanical services designs in the agreed CAD format, and to prepare drawings and specifications for assigned mechanical services projects to all council assets, infrastructure, and related equipment in line with the unit’s timescales and priorities.

11. Responsible for the development and review of design briefs and the procurement, appointment, and management of a range consultancy services required in respect of assigned projects.

12. To fulfil the responsibilities of the appropriate statutory roles for the purposes of the CDM regulations. 

13. Responsible for the development of contract specifications and tender and quotation documents associated with the assigned service area, in accordance with BCC procurement policy including tender and quotation evaluation, and contract award.

14. Assist in the effective procurement of contracted services required by the M&E Projects section, including regular monitoring, management, and performance review of all contracts within the assigned service area.

15. Responsible for the project management of assigned M&E projects in compliance with all stages of the RIBA stage plan and agreed project management methodology, including management of the design change process, ensuring that assigned M&E projects are delivered to cost, time, and quality targets.

16. Carry out all necessary site visits, including rigorous pre and post inspection site visits and assessments, to ensure optimal drafting of work specifications and that mechanical services projects are compliant with the design, work specification, and any associated work instructions, for the assigned service area and resolve priority issues as they arise.

17. Responsible for assessing and verifying the type and amount of works claimed in respect of contractors claims for payment, and to assist the Quantity Surveyors and other members of the M&E services team in finalising and agreeing contractor claims for payment and the final account in respect of assigned projects.

18. For the assigned service area, to be responsible for ensuring compliance with statutory obligations and codes of practice in respect of mechanical services projects and related matters, including compliance related design changes, and that effective processes and procedures are implemented and monitored to ensure that these obligations are fully met.

19. Assist in the surveying, assessment, completion, and delivery of mechanical services condition surveys at all council locations.

20. For the assigned service area, to be responsible for the operation and monitoring of safe systems of work, to ensure that all work is carried out with due regard to Health and Safety legislation and best practice and that potential risks are identified and mitigated against within the construction environment. 

21. Assist in the deployment of a business continuity plan as part of the councils identified critical services, forming part of the corporate emergency plan, as necessary.

22. Assist in the implementation, management, and monitoring of information systems solutions and technology in line with the M&E sections evolving needs and responsibilities including the use of all ICT hardware and software supplied and the management and application of the BIM modelling systems.

23. Assist in the management and monitoring of appropriate quality assurance systems as required.

24. Represent the section on corporate groups, and to participate in working groups, project teams and other ad hoc groupings as directed by the Assistant Programme Manager (M&E Projects).

25. Represent the Assistant Programme Manager (M&E Projects) as required and within the post-holder’s sphere of responsibility.

26. 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. 

27. 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.

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

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

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

31. 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:
	April 2026


_____________________________________________________________________

	Department:

	Property and Projects

	Post number:

	PRPMPO028

	Section:

	Property Maintenance 

	Job title:

	Projects Officer (Mechanical) 

	Grade:

	Grade 8


_____________________________________________________________________

Essential criteria

Qualifications and experience

[bookmark: _Hlk206744786]Applicants must, as at the closing date for receipt of application forms:
(a) possess a full, current driving licence which enables them to drive in Northern Ireland or have access to a form of transport which enables them to meet the requirements of the post in full. It is desirable that a vehicle is available for official business;
· have a third level qualification in a relevant mechanical engineering discipline for example, an HNC/D or degree in Building Services Engineering (Mechanical) 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 areas:

(b) providing a full mechanical engineering design service for building projects and the preparation of full design packages including the use of Computer-Aided Design (CAD) applications;
(c) project management of mechanical projects for buildings in compliance with the RIBA stage plan; and
(d) procurement, appointment, and management of consultancy services or the provision of consultancy services.

Desirable criterion

In addition to the above qualifications and experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, possess full, current membership of a relevant professional institution, for example, the Chartered Institute of Building Services Engineers or equivalent professional membership.


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 oral and written communication skills and the ability to write complex reports within tight timeframes.

Technical skills: the ability to analyse complex technical issues and develop technical solutions that are compliant with legislative requirements and relevant codes of practice.

Team working skills and leadership skills: the ability to participate and contribute to a multi-disciplinary project team to achieve team objectives and foster high levels of cooperation between team members within a performance management culture.

Project management and work planning skills: the ability to determine priorities and resource requirements for projects and assigned work and manage allocated workload based on 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, 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 and work streams including the setting of objectives and targets, monitoring criteria and evaluation of 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, and senior officers, and maintaining positive public relations.

Relationship management skills: the ability to build and sustain relationships across the organisation.

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

Commitment to change: The ability to demonstrate a personal commitment to change and the ability to successfully participate in organisational or other major change programmes.



Projects Officer (Mechanical)

