	NEWARK AND SHERWOOD DISTRICT COUNCIL

JOB DESCRIPTION

	
	

	POST TITLE: Project Officer – Heritage Action Zone
	BUSINESS UNIT: Planning Development

	
	

	POST NO:
	DATE: March 2020

	
	

	JE REF NO: 669
	GRADE : NS11

	
	



	CONTACTS
	NATURE OF CONTACT

	Members and Directors
	To provide support, information and advice

	Business Managers and other Officers
	To provide support, information and advice

	Other Local Authorities and external partners
	To liaise and negotiate with third parties and partners


	RESPONSIBLE TO: Business Manager, Planning Development, Senior Conservation Officer and Town Centre Manager

SUMMARY OF ROLE AND RESPONSIBILITIES:

Newark and Sherwood District Council has secured funding from Historic England to deliver Newark’s Heritage Action Zone (HAZ). The HAZ programme is a national initiative led by Historic England and delivered in partnership with the local community. We are looking to recruit a suitable person to deliver the HAZ programme working in partnership within a multidisciplinary team. This person will be responsible for the implementation of a 4 year delivery programme of projects and to champion heritage matters within the HAZ area.


	MAIN ACTIVITIES, DUTIES AND RESPONSILITIES:

	
	

	1.
	To deliver the Heritage Action Zone programme working with a multidisciplinary team across the Council, community and partnership organisations.

	
	

	2.
	Work with building owners, partners, Council officers (including the Council’s Senior Conservation Officer), specialist consultants and contractors to promote and bring forward successful grant applications and associated statutory consents that meet the HAZ Delivery Programme, outcomes and outputs.

	
	

	3.
	Assist building owners and the Council in the appointment of additional professional staff when required such as, architects, building surveyors, structural engineers, quantity surveyors, etc. Any additional professionals must be able to demonstrate the necessary skills and experience of working with historic buildings.

	
	

	4.
	Manage the Programme’s financial requirements – this will include making grant calculations, providing financial forecasts, processing and submitting funding claims and ensuring that the programme meets all financial, budgetary and audit requirements of the Council and Historic England.

	
	

	5.
	To undertake regular monitoring of works on site to ensure grant aided works are completed in accordance with best conservation practice and the high standards required by the council and Historic England.

	
	

	6.
	To prepare and attend public exhibitions, public consultation programmes and events associated with the HAZ. Ensure that all grant funded works are publicised and funding partners acknowledged through the use of on site and social media platforms.

	
	

	7.
	Be the first point of contact and ‘public face’ of the Newark HAZ and take responsibility for managing all communications around the project, working with colleagues in Historic England and the Council’s marketing and communications team. 

	
	

	8.
	To review and monitor the outputs of the HAZ on a regular basis to meet the requirements of Historic England and other funding partners and stakeholders. This will include attending monthly meetings of the HAZ Project Delivery Group, giving updates on progress with the projects within the Newark HAZ Programme.

	
	

	9.
	To prepare reports for relevant Committees and Historic England on matters relating to the HAZ including grant awards, updates, reviews and monitoring. Represent the Council when attending other meetings, Committees and external meetings (including with Heritage England colleagues) as required. These may be outside of normal office hours.

	
	

	10.
	To observe and adhere to the Council’s high standards of customer care, uphold relevant Equality and Diversity policies, health and safety standards and to participate in training activities necessary to their post.

	
	

	11.
	Any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.



HEALTH AND SAFETY
You will uphold the District Council's Health and Safety Policy and amendments made thereto by the District Council and comply with all relevant health and safety legislation.

RISK MANAGEMENT

The Council is committed to the effective management of risk. It is the responsibility of all employees to carry out their duties and responsibilities with adequate regard for Risk Management, as outlined within the Council's Risk Management Strategy and Policy.

SAFEGUARDING

The Council has a statutory obligation to safeguard and promote the welfare of children and vulnerable adults. This responsibility sits with all those individuals who provide services on behalf of the Council, including all those who work with children, young people and families; those who manage staff within this work; staff who work with mothers, fathers, carers and other adults who have contact with children; staff who have both direct and indirect contact with children, including administration, support and back office staff; contractors; volunteers, community groups and the general public. 
CODE OF CONDUCT 

You will ensure compliance with the Council’s Standing Orders, Financial Regulations, Codes of Practice and all other policies and regulations. 

EQUAL OPPORTUNITIES 

You will uphold Newark and Sherwood District Council’s Equal Opportunities Policy in Service Delivery and Employment, thereby promoting a fair and quality service to all.

TRAINING

You will keep under review your own development needs.  Learning needs should be discussed and determined at your annual Performance Appraisal and you will be required to undertake training as identified and as appropriate, for the individual, or as required for effective performance of the duties of the post.

CORPORATE VALUES
The post holder must embody the corporate values of the Council as an individual and in their work, and ensure that these values are embedded in the work of the Business Unit and the practices of all staff.

Newark and Sherwood District Council’s Values;
· Ambitious and forward thinking; focused on achieving the very best and always looking to improve and innovate.

· Caring and compassionate; sensitive to the different needs and circumstances of others; seeks to empower people to fulfil their potential.

· Commercial and business-like; careful and creative with resources; securing value for money.

· Professional and trustworthy; consistently delivering on promises; providing good quality and demonstrating integrity.

· Welcoming and responsive; approachable, open to feedback and challenge and swift to act.

	SPECIAL FEATURES AND PROVISIONS

	
	

	1.
	The post requires the individual to have regular access to a vehicle to enable them to travel within/outside the district to carry out their duties.  Duties may include (but are not restricted to) attending meetings, different work locations, conducting site and other visits and transporting heavy/bulky equipment or materials for business purposes as and when required.

	
	



This Job Description represents a statement of the duties of the post but does not include all minor duties.  It is inevitable that over time the nature of an individual job will change and existing duties may be lost or others gained without changing the general character of the duties or the level of responsibility entailed.  As a result the Authority will expect this job description to be subject to revision.

The Council is committed to equal opportunities.  As part of its policy it has been agreed that applicants wishing to work on a ‘Job Share’ basis will be considered on an individual basis.  Since it is not possible for all posts to operate in this way, if you wish to enquire about ‘Job Sharing’ you should contact Human Resources Section in the first instance.
	Signature of Postholder: ......................................................................................
	Date:.......................................


	NEWARK AND SHERWOOD DISTRICT COUNCIL

PERSON SPECIFICATION

	
	

	JOB TITLE: Project Officer – Heritage Action Zone
	BUSINESS UNIT: Planning Development

	
	

	DATE: March 2020
	


	FACTOR


	ESSENTIAL OR DESIRABLE
	METHOD OF ASSESSMENT

	RELEVANT EXPERIENCE
	Essential
Essential
	Must demonstrate experience of successful working within the Heritage sector and familiarity with vernacular architecture, building construction, conservation techniques, skills, best practice and legislation.
Demonstrate experience of successful managing and administering a grant funded programme including procurement, contract administration and budget management.
	Test
Application form and Interview

	
	Essential
	Demonstrate experience of successfully assessing the appropriateness of proposals for repairs, reinstatement and refurbishment and eligibility for grant aid under the HAZ programme, taking into account current planning legislation and national and local guidance. 


	Test

	
	Essential
	Excellent communication skills, both written and verbal
	Application form and Interview


	
	Essential
Desirable

Desirable

Desirable


	Demonstrate an ability to analyse and solve problems and respond to changing circumstances, as well as working to independent deadlines.
Demonstrate experience of successful delivery of Historic England or National Lottery Heritage Fund area-based grant schemes and positive engagement with owners and businesses.
Have worked successfully in a community partnership with a wide range of people and organisations.

Have worked effectively within a multi-disciplinary team and to work corporately with other service areas and/or departments to achieve common goals.
	Application form and Interview
Application form and Interview

Application form and Interview

Application form and Interview



	QUALIFICATIONS
	Essential
	A degree or equivalent in a relevant discipline such as Architecture, Planning, Conservation or Regeneration
	Application form and Documents

	VOCATIONAL QUALIFICATIONS
	Desirable
	Membership of a professional organisation such as RTPI, IHBC, RICS or RIBA
	Application form and Documents

	
	
	
	

	
	Essential
	Good working knowledge of all Microsoft packages and a good working knowledge of ICT
	Application form and Interview

	
	
	
	

	JOB RELATED SKILLS
	Essential
	Able to work effectively with partners and to understand the interdependencies within the District Council and between partners
	Application form and Interview

	
	Essential
	Able to present complex information in the most appropriate format to aid effective promotion, explanation and negotiation of ideas
	Application form and Interview

	
	Essential
	Ability to establish, maintain and develop professional and effective working relationships with a wide range of partners, statutory agencies and stakeholders.
	Application form and Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	PERSONAL ATTRIBUTES
	Essential
	Ability to use analytical thinking in complex contexts
	Application form and Interview

	
	Essential
	Ability to think strategically 
	Application form and Interview

	
	Essential
	Able to communicate effectively at all levels including to senior teams
	Application form and Interview

	
	Essential
	Able to show initiative, work independently and manage a diverse workload
	Application form and Interview

	
	Essential
	Able to manage your time, competing priorities and work to deadlines
	Application form and Interview

	
	Essential
	Willing to demonstrate the Council values in how they approach and deliver their work
	Application form and Interview

	
	Essential
	An appreciation of the techniques and traditions of historic construction
	Application form and Interview

	
	
	
	

	
	
	
	

	
	
	
	

	WORK CIRCUMSTANCES
	Essential
	Able to work flexibly in terms of tasks and work time in order to meet the needs of the role
	Application form and Interview


This Authority Operates a No Smoking Policy

N.B.   The above specification defines the minimum essential requirements of the job, but the Council will have regard to the Equalities Act 2010 and will make “reasonable adjustments” to help applicants with a disability achieve these standards.  Compliance with all the requirements of the job description and person specification does not guarantee an interview. However, disabled applicants who meet the minimum essential criteria will be guaranteed an interview.  It may be necessary to use additional criteria at the short-listing stage.   

