EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Project Officer - Planning and Communications
Department: Children’s Services
Grade: Single Status Grade 9
Responsible to: Communications and Planning Officer
Purpose of the Role:
The Education Division sits within the Children’s Services Department of East Sussex County Council (ESCC) and 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). 
This post is responsible for supporting the delivery of the successful implementation of the communications and planning strategies for the Division. The post holder will provide comprehensive support to maintain the systems and processes used to deliver effective communication. The post holder will work closely with the Senior Manager: Strategic Planning to support the forward planning and co-orrdination of  reporting and planning requirements for the Division.
Key Tasks:
1. Manage, develop and oversee internal communications across the Education Division and Council, and ensure effective input into Council communications. 
2. [bookmark: _Hlk134697076]Manage, develop and oversee the Division’s and Council’s key communications to schools and educational settings, including the weekly Virtual School Bag, Newsletters, Czone, and document sharing portals. 
3. Monitor, review and develop the communication methods and feedback and make recommendations for improvements to managers. Identify new methods of communicating embracing technology.
4. 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.
5. Support managers and teams across the Division to use exiting and new communication tools effectively, ensuring accessibility and other statutory requirements are met. Develop and update operational instructions (guidance, policy, procedural) and provide advice and training as required.
6. Coordinate the service’s contribution to key corporate plans and processes, including the development and monitoring of the Council Plan, Portfolio Plan and Corporate risk register, working closely with managers across the County Council. 
7. Lead on the forward planning of the service’s key decisions and reports, supporting managers to understand expectations, procedures and timelines. 
8. 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. 
9. 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
10. Identify and report on possible areas of risk to successful implementation of the project and work with stakeholders to formulate mitigation strategies.
11. Monitor budgets within defined parameters and to monitor project expenditure and income.
12. Maintain and develop an appropriate awareness of professional, technical and legislative changes affecting the services provided by the Directorate and the County Council.

13. 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.
14. Engage service users and their families regarding sensitive and emotive topics in support of project research and/or delivery.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. Educated to RQF Level 3 or proven 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.
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. Experience of programme/ project management or support
14. Representation at and organisation of meetings and events
Desirable key skills, abilities, knowledge, experience, values and behaviours
15. Experience of working within the education sector
16. Experience of writing for, and managing, communication tools
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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 and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or 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 or body fluids
	No
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