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Job description
	
	
	
	

	Date:
	15 January 2024
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	Department:

	City and Neighbourhood Services 

	Post number:

	PCPLSO001

	Section:

	Neighbourhood Services

	Job title:

	Project Support Officer

	Grade:
	Grade 7



_____________________________________________________________________

Main purpose of job

To be responsible to the Peace Project Manager for the development, implementation, and delivery of PEACEPLUS projects, in line with the requirements of Special European Union Programmes Body’s (SEUPB) PEACEPLUS funded programme within the Belfast City Council administrative area.

The postholder will specifically:

· Assist and support the Project Manager in the development and implementation of projects delivered through the PEACEPLUS programme.

· Liaise, build and maintain good working relationships with other stakeholders, statutory agencies, community and voluntary organisations and other key partners to facilitate the continuous development of the PEACEPLUS programme.

· Coordinate PEACEPLUS communications activities; preparing and disseminating information promoting the work of the projects, through a range of media formats to include film and digital media content.

· Contribute to the development, maintenance and analysis of monitoring and evaluation systems for PEACEPLUS funded projects including the collation and capturing registration, monitoring and equality data. 

· Analyse the monitoring and evaluation data received and compile reports.

· Assist in the coordination of and provide secretariat support for relevant community, partner and governance meetings / forums.

Summary of responsibilities and personal duties

1. Assist with the delivery, implementation, and administration of funding support for PEACEPLUS projects, in accordance with programme regulations and the council’s policies ensuring compliance, as required by the Project Manager.   

2. Promote and encourage project delivery partners in the development and implementation of community led and action learning activity and provide relevant information, advice, guidance, and support.

3. Undertake the appraisal of projects and action learning activities, assessing eligibility of support for community initiatives in terms of criteria, exercising judgements and making recommendations regarding appropriateness of support and value of funding.

4. Assist with the coordination of PEACEPLUS communications activities; and ensure effective use of branding, communication channels including film and digital media. 

5. Prepare and disseminate information promoting the work of the projects, through a range of media formats to include film and digital media content.

6. Contribute to the development, maintenance and analysis of monitoring and evaluation systems for PEACEPLUS funded projects including the collation, recording and entry of participants, registration, monitoring and equality data.

7. Analyse the monitoring and evaluation data received and compile reports for submission to working groups, programme board, SCP, committees and council as well as SEUPB. 

8. Identify project delivery partners training needs and coordinate and deliver appropriate training sessions.

9. Assist with the co-ordination of any research elements of the projects and make recommendations to the Project Manager and Shared City Partnership (SCP) on a regular basis.

10. Liaise, build and maintain good working relationships with other stakeholders, statutory agencies, community and voluntary organisations and other key partners to facilitate the continuous development of the PEACEPLUS programme.

11. Monitor developments and trends in all fields relevant to the projects and to produce reports and analysis as required for the Project Manager.

12. Assist with the procurement of goods, services, and projects to aid the implementation of the PEACPLUS Action Plan, in accordance with Programme regulations and council policies and processes.

13. Be responsible for the coordination of visits, launches, seminars, and conferences, training and preparing appropriate briefing papers, reports and analysis as required.

14. Develop and maintain an information and resource library and record any key issues which are current and relevant to the projects.

15. Coordinate policy responses on behalf of the projects and disseminate to all relevant bodies.

16. [bookmark: _Hlk179793957]Assist in the coordination of and provide secretariat support for relevant community, partner and governance meetings / forums. 

17. Foster good working relationships and regular liaison with the Good Relations Unit; assisting to identify and develop key priorities which contribute to the objectives and business plan of the unit.

18. Represent and deputise for the Project Manager as required.

19. Motivate and manage any staff, that may be assigned, to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

20. 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.

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

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

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

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

[bookmark: _Hlk136852842]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:
	5 May 2026
	
	


_____________________________________________________________________
	
Department:

	
City and Neighbourhood Services 

	Post number:

	PCPLSO001

	Section:

	Neighbourhood Services

	Job title:

	Project Support Officer

	Grade:
	Grade 7


_____________________________________________________________________

Essential criteria

Qualification and experience

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

· have a third level qualification in a relevant subject such as Business Studies, Social Science, Administration, or an equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas (a) – (c),
 
or 

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

a) developing and implementing multiple community-based programmes which received external funding;
b) effective partnership working with a range of external stakeholders and, or agencies; and
c) coordination of and providing secretariat support for relevant community, partner and governance meetings and, or forums. 


Desirable criteria

In addition to the above qualification and, or experience, Belfast City Council reserves the right to shortlist only those applicants who are able to demonstrate, as at the closing date for receipt of application forms have a relevant third level qualification and at least two years’ relevant experience in each of the above three areas (a) to (c) or at least three years’ relevant experience (as outlined above) in each of the above three areas (a) to (c).




Special skills and attributes

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

Written communication skills: the ability to write reports at departmental and interdepartmental level and the ability to create effective letters and reports to internal and external recipients at all levels.

Oral communication skills: the ability to make effective presentations; influence, negotiate and persuade at a corporate and senior level by clear oral communication.  The ability to communicate and train others on aspects such as operational tasks and procedures.

Information Technology skills: a high level of computer literacy with the ability to use software packages to assist in preparing data and processing work.

Analysis and decision-making skills: the ability to analyse complex situations and service issues in a highly effective way to assist timely decision-making.

Partnership working skills: the ability to form, develop and maintain partnerships and other working relationships with a range of internal and external stakeholders. The ability to work cohesively with a diverse group of people to resolve problems, including interdepartmental working in a large organisation.

Technical knowledge: an operational understanding of the principles and methodologies of Best Value and knowledge of council departmental structure, committees, their main functions and how they operate and awareness of other public bodies. 

Work planning skills: an understanding of the importance of short and medium term planning of divisional / sectional work and the effective prioritisation of this work for a small team and can identify personal performance indicators to monitor individual performance against them to ensure that targets are achieved or exceeded. To include the coordination and the delivery of multiple projects.

Customer care skills: knowledge of customer care principles and practice and an awareness of the importance of responding to the needs of both internal and external customers.
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