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Job Description
Job title:

Principal Project Development Officer
Grade:

10 


Post number: 003931
Directorate:

Communities and Intelligence
Unit:


Culture and Creative Industries
Job purpose
To develop and deliver complex and large scale new projects which promote cultural and creative participation for communities across London. To work with external partners and internal GLA teams to secure delivery of the Mayor’s Culture Strategy and key manifesto commitments.  To develop and inform cultural and GLA policy. To embed evaluation strategies and processes into the design and delivery of projects to ensure good practice.
Principal accountabilities
1. Initiate and lead the development and delivery of new major cultural engagement and creative projects with the cultural sector, boroughs and other strategic and funding agencies and partners. 
2. Contribute to the development and implementation of culture and creative industries strategies and policies including cultural participation policy and research. Embed participation projects across the Mayor’s Culture Strategy.
3. Lead and develop complex projects through to approval stage, working across the GLA and with the Mayor’s office and Deputy Mayor for Culture and Creative Industries. Identify and shape planned activities, secure key stakeholders and funding, identify performance outputs and evaluation strategies, scope and test budget requirements and formulate risks registers and mitigations. Manage and liaise with project managers and other delivery partners where appropriate.
4. Provide guidance to officers across the Unit on project development.
5. Ensure that new projects are well consulted upon with politicians, partners, stakeholders and local communities and gain a good understanding of the local context in which activity is planned. Bring together and chair key working and steering groups for project development and delivery.
6. Develop sound and workable communications strategies and engagement plans around projects and secure the resources and buy in for their delivery from across the GLA.
7. Manage hiring of consultants to deliver projects, including procurement processes, project management, monitoring and review.
8. Engage with internal and external stakeholders, to represent and promote the GLA’s strategy and actions and to influence their work on cultural and creative programmes and projects.
9. Maintain knowledge of regional, national or international initiatives and best practice across culture and the creative industries, and cultural education, to keep the GLA’s thinking and work abreast of latest developments.
10. Prepare and present reports, briefs and recommendations on key issues and actions to Senior Managers and the Assistant Director to facilitate executive understanding and decision making.
11. 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
12. 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 contacts
Accountable to:
Senior Manager, Strategy and Programmes
Accountable for:
Resources allocated to the job.
Key Contacts:
London Boroughs, culture and creative industries stakeholders, other funders and agencies, GLA colleagues, delivery partners, consultants, contractors.
Person specification
Technical requirements/experience/qualifications
1. Significant knowledge and demonstrable experience of developing and delivering high-profile and large-scale programmes in the cultural sector
2. Proven track record in developing successful engagement strategies and communications plans, project planning and appraisal, budget management, fundraising, contract management, risk management and evaluation.
3. Extensive knowledge of the strategic issues facing London’s cultural and creative industries sectors.
4. A good understanding of local and national funding streams and track record in securing project funding.
5. Track record of developing, leading and managing teams including stakeholder development and working with consultants and freelancers 
6. Excellent written skills including writing high level briefings, funding applications and reports.
Behavioural competencies
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 3 indicators of effective performance:
· Encourages and supports teams in engaging in transparent and inclusive communication
· Influences others and gains buy-in using compelling, well thought through arguments
· Negotiates effectively to deliver GLA priorities
· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement
· Advocates positively for the GLA both within and outside the organisation
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 3 indicators of effective performance:
· Actively engages partners and encourages others to build relationships that support GLA objectives
· Understands and recognises the contributions that staff at all levels make to delivering priorities
· Proactively manages partner relationships, preventing or resolving any conflict 
· Adapts style to work effectively with partners, building consensus, trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership 
Problem solving
… is analyzing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 
Level 3 indicators of effective performance:
· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding
· Actively challenges the status quo to find new ways of doing things, looking for good practice
· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues
· Initiates consultation on opportunities to improve work processes 
· Supports the organisation to implement innovative suggestions
Research and analysis 
…is gathering intelligence (information, opinion and 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 and quantitative data to find new insights
· Translates research outcomes into concise, meaningful reports 
· Identifies relevant and practical research questions for the future
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 3 indicators of effective performance:
· Monitors allocation of resources, anticipating changing requirements that may impact work delivery
· Ensures evaluation processes are in place to measure project benefits
· Gains buy-in and commitment to project delivery from diverse stakeholders
· Implements quality measures to ensure directorate output is of a high standard
· Translates political vision into action plans and deliverables
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
· Translates changing political agendas into tangible actions
· Follows the GLA’s position in the media and understands how it impacts on work
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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