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JOB DESCRIPTION

Job Title 

Better Futures Project Officer (Sustainable Development)
Grade 


8

Directorate 

Environment 

Job purpose 
To be a member of a small team providing policy and project support to the Mayor and to the London Sustainable Development Commission, working on specific project streams on behalf of the Commission (LSDC) and participating in the Commission’s integration of sustainability into strategy and policy development. 
The principle role will be to project manage an ERDF funded project - Better Futures, working with our consortium of delivery partners and with the GLA to ensure that agreed targets and outputs are delivered on time and on budget and to the required auditable standards.

Principal accountabilities
1. To lead on the overall project management of the Better Futures ERDF funded project to ensure that agreed targets and outputs are on time and on budget to agreed auditable standards and to help support the Principal Policy and Programme Officer and work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer. 
2. To help support the Principal Policy and Programme Officer and work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer to monitor and evaluate the collation and reporting of outputs and outcome data, in accordance with funders reporting requirements.

3. To help support the Principal Policy and Programme Officer and work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer to develop and manage project budgets to maintain expenditure on target. 

4. Provide written and verbal reports to senior management at the GLA on project progress, including project reviews, financial reports, business plans and Project Initiation Documents.   

5. Lead, coordinate and develop effective partnership working between delivery partners. 
6. Work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer to Develop the funding grant agreement (FGA) between delivery partners and the GLA (the Lead Partner). Negotiate with partners to resolve conflict and ensure that delivery partners comply with the roles and responsibilities detailed in the FGA. 

7. Lead on working with delivery partners to develop and organise events and activities.

8. Lead on developing with delivery partners the project’s marketing strategy. 

9. Lead on developing with delivery partners the project’s evaluation strategy. 
10. Work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer to procure goods and services for the project including procuring marketing activity and an external evaluator. 

11. Lead on overseeing the development and maintenance of the project`s client management systems 

12. Lead and work in Partnership with the Project’s ERDF Project Monitoring and Compliance Officer to develop and maintain good working relationships with funders and stakeholders.

13. Undertake any additional activities allocated by the line manager and commensurate with the grade.

14. Stay abreast of policy developments in the area of sustainable development, corporate social responsibility and EU funding programme requirements. 

15. Establish and maintain internal working relationships, and participate in cross-organisational projects, to ensure opportunities for integrating across the work programme of the Authority are identified and realised.

16. Promote and enable equality of opportunities, and promote the diverse needs and aspirations of London's communities.

17. Perform the role in accordance with the GLA’s policies and code of ethic and standards, including health and safety.

18. 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.

19. 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.
Key relationships

	Accountable to:
	Environment Manager (via Principal Policy and Programme Officer) 

	Accountable for:

	Resources allocated to the projects

	Principal contacts:
	Better Futures Partners, London Sustainable Development Commission, GLA Staff, London businesses, London partner organisations, Local Authorities.


PERSON SPECIFICATION

Technical requirements/experience/qualifications

1. Professional experience, expertise and knowledge of sustainable development and/or corporate social responsibility and European funding requirements.

2. Evidence of success in promoting sustainable development and/or corporate social responsibility to businesses and/or local authorities

3. Knowledge and understanding of, and the ability to operate in, a complex political environment. 

4. Evidence of success in preparing clear and concise written reports, letters and briefings, and promotional materials for a range of different audiences. 

5. Significant negotiating, influencing and communication skills, together with a successful track record of providing advice to senior managers on complex and sensitive issues.

6. Experience of event management and working with wider communications or media teams.  
7. Ability to use IT software to an advanced level including word processing, and spreadsheets.
8. An understanding of commitment to equality of opportunity and valuing diversity, and the ability to translate this into action.
Behavioural Competencies

Strategic Thinking

…is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action.

Level 2 Indicators of effective performance

· Works with a view to the future, prioritising own and others’ work in line with GLA objectives

· Briefs and prepares team to accomplish goals and objectives

· communicates the GLA’s strategic priorities in a compelling and convincing manner, encouraging buy-in

· Balances own team’s needs with wider organisational needs

· Identifies synergies between team priorities and other relevant agendas

Building & Managing Relationships 

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

Level 2 indicators of effective performance

· Develops new professional relationships

· Understands the needs of others, the constraints they face and the levers to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and deliver shared goals
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
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 2 indicators of effective performance

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

Research and Analysis 

…is gathering intelligence (information, opinion, data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits. 

Level 2 indicators of effective performance

· Proactively seeks new information sources to progress research agendas and address gaps in knowledge 

· Grasps limitations of or assumptions behind data sources, disregarding those that lack quality 
· Analyses and integrates qualitative data to find new insights 

· Translates research outcomes into concise, meaningful reports 

· Identifies relevant and practical research questions for the future 

Responding to pressure and change 

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

Level 2 indicators of effective performance 

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure 

· Anticipates and adapts flexibly to changing requirements 

· Uses challenges as an opportunity to learn and improve 

· Participates fully and encourages others to engage in change initiatives 

· Manages team’s well-being, supporting them to cope with pressure and change 

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

Level 2 Indicators of Effective Performance

· Challenges unethical behaviour 
· Uses understanding of the GLA’s complex partnership arrangements to deliver effectively
· Recognises how political changes and sensitivities impact on own and team’s work
· Is aware of the changing needs of Londoners, anticipating resulting changes for work agendas
· Follows the GLA’s position in the media and understands how it impacts on work
Special Conditions

Willingness to travel to different venues across the Greater London area. 
Reasonable Adjustments
Reasonable adjustments 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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