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	NATIONAL POLICE CHIEFS’ COUNCIL - JOB DESCRIPTION






	

	

	1.  Job Details

	Job Title: 
	Project Support Officer

	Reports to: 
	Senior Manager, Organisational Development and Change (ODC)

	Grade
	D

	Vetting Level
	RV/NPPV2 & CTC

	Location
	Remote working nationally within UK. NPCC is currently based at 10 Victoria Street, London and therefore occasional travel will be required to this premise and other Police locations across the UK. We encourage applications from candidates living across the UK. Further details on flexible arrangements will be discussed at interview stage.




	
2. Organisation Chart

	

Head of 
NPCC Strategic Hub



Head of Organisational Development and Change



Organisational Development and Change Senior Manager x2 



Project Support Officer 








	3. Job Purpose

	
	To support the Senior Managers and Project Managers in the delivery of an efficient and effective function by carrying out project management and administrative tasks, following project and business management processes, ensuring that there is a coordinated and timely approach to the demands of the business.















	4. Knowledge, Skills and Experience

	Knowledge: 

· Knowledge of the structure of UK policing would be a distinct advantage.


Skills:

Communication:
· Excellent communication skills are vital to this role.  The job holder will have regular communications with policing colleagues across England, Wales, Scotland and Northern Ireland and their staff, government departments and key stakeholders providing professional advice, guidance and support and managing enquiries on behalf of the team.
· Ability to create impact and communicate effectively with people at all levels establishing credibility and influencing stakeholders.  
· The role requires the job holder to engage with a variety of national bodies and individuals to support the work packages in achieving its objectives. They will need to build and maintain relationships with key influencers over the short, medium, and longer term.  These people and organisations include, but are not restricted to:
· The Home Office and other government departments
· The Association of Police and Crime Commissioners (APCC)
· The Offices of Police and Crime Commissioners (OPCC)
· Other relevant partner organisations and stakeholders
· The job holder will be required to manage contact with key stakeholders on a range of NPCC issues to support effective delivery of the transformation work.   While the job holder will consult with colleagues as and when possible, they will frequently be expected to respond to enquiries on their own volition, using their own judgement and at short notice.
· Written communications will involve the production of appropriate documentation and agendas, writing management reports, maintaining accurate records and database spreadsheets and minute-taking of meetings and ensuring project documentation is accurate and up-to-date.
· It is essential that the post holder works with the wider team and NPCC colleagues to agree priorities, create clear plans and manage all work to meet the needs of the business.

IT:
· Experience in the use of MS Project, MS Office and Visio or the ability to acquire these skills with training is essential to this role.

Analysis and Organisation:
· Excellent analytical and organisational skills, including the ability to plan and manage multiple work-streams and competing priorities; able to evaluate, analyse and swiftly summarise information from a wide variety of sources; numerate with a keen eye for detail and a passion for accuracy in written and financial reports.

Experience: 

· Experience and understanding of working in a confidential and/or politically sensitive environment.
· Experience of providing comprehensive programme/project and business support within a large public or private sector organisation (including maintaining accurate records, preparation of relevant documentation for use within the NPCC Organisational Development and Change Team, and across the wider NPCC network.
· Experience of progress chasing, negotiating, and influencing and responding to enquiries providing advice and guidance to Chief Officers and senior managers and acting as a focal point for enquirers.



	5. Key responsibilities and focus of the role 

	· Responsible for the provision of a programmatic and business support service ensuring that an effective, efficient and delivery focussed service is delivered for the team.
· Provide business support for the Organisational Development and Change Team, working in collaboration across the NPCC team, support to the development and maintenance of plans, delivery of projects and products on time.
· Provision of administrative and business support for meetings including collating and quality assuring agendas and papers, taking and circulating minutes and chasing action updates.  Support the Senior Managers and Project Managers in the preparation and running of all governance boards.
· Produce reports and presentations, draft letters and responses to routine and non-routine enquiries ensuring that information is prepared and presented in a professional and timely manner.
· Maintain spreadsheets and other business management tools in a timely accurate manner in support of NPCC business.
· Promote the highest standards of integrity, professional conduct and equality at all times.
· The development and maintenance of effective stakeholder relations will be critical to the success of this post and reputation of the organisation.
· The provision of an efficient and effective programmatic and business support function to facilitate the achievement of the NPCC Organisational Development and Change team, supporting NPCC to deliver the transformation set out in the delivery plan.  
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