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Job description
Job title:

Policy and Project Officer – Growth and Infrastructure
Grade:


6



Post number: 003388
Directorate:

Development, Enterprise and Environment
Unit:


Growth and Infrastructure
Job purpose

Provide a flexible resource to assist delivery of a range of coordination and policy initiatives related to infrastructure planning and delivery.
Principal accountabilities

1. Act as a flexible resource to support research and analysis for a range of project and policy initiatives related to the Mayor’s growth and infrastructure agenda, including infrastructure and development coordination, regulation, resilience, data and funding.
2. Provide project management support to the team’s delivery activities through developing and maintaining project related documentation (project plans; risk registers; etc);  assisting with the development, implementation, review and evaluation of projects.
3. Support the preparation of high quality briefing materials, including for Mayor’s Questions, speaking events and meetings with senior officials.

4. Assist with the organisation and delivery of stakeholder engagement initiatives.
5. Carry out all roles allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards.
6. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.
7. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.
Dimensions

Accountable to:
Senior Policy Officer – Growth and Infrastructure
Accountable for:
Resources allocated to the post.
Person specification

1.  Technical requirements/experience/qualifications

· Experience managing multiple projects, and providing administrative support in a fast paced working environment.

· Experience undertaking research and analysis to support and inform policy initiatives.

· Experience supporting stakeholder engagement, including organising events and meetings.

2.  Behavioural competencies

Building and Managing Relationships 
… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 1 indicators of effective performance

· Builds rapport quickly with people at all levels and from diverse backgrounds
· Actively listens to others and is open to their ideas 

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team

Communicating and Influencing
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us

Level 1 indicators of effective performance

· Represents self and team positively within the organisation

· Speaks and writes clearly and succinctly using appropriate language that is easy to understand 

· Considers the target audience, adapting style and communication method accordingly

· Communicates persuasively and confidently

· Checks for understanding

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables
· Makes contingency plans to account for changing work priorities, deadlines and milestones
· Identifies and consults with sponsors or stakeholders in planning work
· Pays close attention to detail, ensuring team’s work is delivered to a high standard
· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met

Problem Solving

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 2 indicators of effective performance

· Processes and distils a variety of information to understand a problem fully
· Proposes options for solutions to presented problems
· Builds on the ideas of others to encourage creative problem solving
· Thinks laterally about own work, considering different ways to approach problems
· Seeks the opinions and experiences of others to understand different approaches to problem solving

Organisational Awareness

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential

Responding to Pressure and Change

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal well-being and achieves a balance between work and home life

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work
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