EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Project Officer System Development
Department: Children’s Services
Grade: Single Status 10
Responsible to: Service Manager: Practice Lead
Purpose of the Role:
Within the Children’s Services Department of East Sussex County Council (ESCC) the Education Division has overall responsibility for the council’s strategy to improve educational outcomes for children and young people. The division acts as the champion for all children and young people, especially those who are vulnerable to underachievement, and works in partnership across early years, primary, secondary, special and post 16 education. The division also leads on statutory duties in relation to supporting children with additional and Special Educational Needs and Disabilities (SEND). 
The Early Help Service provides targeted support to vulnerable families whilst Social Care supports children and families requiring a social worker. 
This post is responsible for assisting Managers with the successful implementation of databases and file storage across Early Help, Social Care and the Education Division, providing comprehensive and technical project support. The post is responsible for maintaining the systems and processes used to effectively manage projects, ensuring delivery to agreed timescales and outcomes and within budget.  
Key Tasks:
1. [bookmark: _Hlk168997304]Work with the Service Manager: Practice Lead and provide technical and comprehensive project support to further develop the Liquidlogic Children’s System (LCS), Early Years Education System (EYES) and Early Help Module (EHM) modules of Liquidlogic and other databases as appropriate, to support the strategic approach to managing, safeguarding, sharing and storing child and school/setting information across all service areas. 
2. Manage, develop, oversee and maintain effective file storage systems (Sharepoint, network drives, MS Team channels etc) for the Division, ensuring that storage requirements are met and retention schedules are adhered to and all associated guidance for staff is clear and accessible. 
3. Work with Senior Managers to identify improvement projects across the service to support organisational effectiveness, providing expert technical project support in the redesign of processes and the implementation of changes in service delivery models and systems.
4. Work independently to co-ordinate the development and implementation of allocated projects ensuring that the projects meet the needs of service users, conform to the design brief and directly contribute to the successfully delivery of the Divisions plans and strategies. 
5. Maintain Project Management procedures, and associated documentation templates including:
· Maintain systems to plan, track, monitor and report on the Project
· Develop and maintain a library of project information
· hold master copies of all project information
6. Identify and report on possible areas of risk to successful implementation of the project, including monitoring of budgets, and work with stakeholders to formulate mitigation strategies.
7. Provide guidance on Project governance, procedures, documentation and systems, and monitor completion of required documentation.
8. Assist in developing the communication strategy for allocated projects and verify that project communications comply with internal communication standards. This will include managing the interface between a wide range of stakeholders in the delivery of projects. 
9. Research and write original material, including compiling appropriate reports for senior managers and project managers, analysing data from a range of sources and provide management information that supports evidence-based decision making. 
10. Ensure that appropriate systems and procedures are in place to support delivery of projects. 
11. Keep Project Manager/Project Board fully briefed on progress of the project, highlighting problems at an early stage and making recommendations about solutions.
12. [bookmark: _Hlk134703859]Coordinate the preparation work for Project events and meetings, where appropriate e.g. arrange workshops, distributing invites and agenda/discussion documents, taking minutes and arranging venues.
13. Maintain and develop an appropriate awareness of professional, technical and legislative changes affecting the services provided by the Directorate and the County Council. 
14. Monitor and evaluate the performance of the project, including producing and disseminating statistics on a regular basis. Contribute to the achievement of the annual performance targets for the designated project Complying with Data Protection requirements and maintaining the security of the documents and information of East Sussex County Council.
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PERSON SPECIFICATION
Essential education and qualifications
1. QCF Level 3 or equivalent level experience in a similar role
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Organisational skills.
3. Communication skills with the ability to present complex information clearly verbally and in writing in a variety of formats in a wide range of settings, including preparation and presentation of reports to a wide range of stakeholders. 
4. Ability to influence without authority and support change using negotiation skills and able to offer credible information and advice.
5. Ability to interpret data using analytical skills 
6. Ability to monitor budgets effectively
7. Ability to effectively manage, prioritise and organise workload, and work under pressure to meet competing deadlines whilst producing high quality work with attention to detail.
8. Ability to work on own initiative without close supervision
9. Ability to demonstrate an understanding of and commitment to equal opportunities
10. Working knowledge of project management methods.
11. Understanding of the Public sector
12. Working knowledge of relevant departmental services
13. Comprehensive knowledge of the assessment, planning and review of whole family work and casework 
14. Knowledge of statutory guidance such as the SEND Code of Practice 2014, Children Act 1989 and 2004.    
15. In-depth knowledge and experience of SEND or Early Help or Social Care and the processes and practices, knowledge and practical understanding and experience of relevant legislation
16. Experience of programme/ project management or support
17. Representation at and organisation of meetings and events
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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