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Job title:
Project Officer - Child Obesity Taskforce
Grade:

7 
Directorate:
Communities & Intelligence – Health Team 
Job Purpose

The overall purpose of the London Child Obesity Taskforce (LCOTF) Secretariat Officer role is to ensure the effective running and administration of the London COTF.  The LCOTF will work towards enabling all children in London to achieve and maintain a healthy weight, and this role will support the ongoing development and promotion of the Taskforce to the value and benefit of Londoners. 
The Secretariat Officer role will oversee all administrative and logistical arrangements for the LCOTF, working closely with Public Health England, the Association of Directors of Public Health, the Association of Directors of Children’s Services and the Guys’ and St Thomas’ Charity to deliver immediate and longer term strategic objectives and ensure the maximum impact and outcomes from the LCOTF.
A key responsibility is partnership working with internal and external stakeholders, primarily the members of the LCOTF, but also with other London, national and local delivery partners to inform the development and delivery of the LCOTF Action Plan.
Principal Accountabilities

1. To ensure the effective planning, delivery and management of the LCOTF, facilitating the effective administration of Taskforce meetings. Undertake a full range of related activities, including: scheduling of LCOTF meetings, preparation of agendas and reports for Taskforce meetings, and any sub-groups or working groups established by the LCOTF, setting up standardised templates for Taskforce reports, drafting accurate records of meetings, compiling relevant performance and update reports, and other papers as requested by the Taskforce.
2. To develop and maintain effective working relationships with LCOTF Members, senior officers of the GLA, key partners and stakeholders to ensure appropriate and effective management of LCOTF business. Support the Partnership Delivery Group and keep LCOTF partners up to date on plans, progress, and communications through updates and reports in order to align policies and projects, as appropriate, and maximise the outcomes of partnership working.
3. To ensure that all relevant internal and external stakeholders and partners are properly briefed on key issues in advance of LCOTF meetings, that early warning of issues is provided in a timely and effective manner, and to initiate, co-ordinate and monitor action taken to implement the decisions of LCOTF meetings and other sub-groups or working groups.
4. To support the development of an Action Plan for the Taskforce and an effective programme management framework, that complies with the GLA’s governance framework and policies; including monitoring and identification of risks and issues, metrics, and escalation procedures; and support the development of the LCOTF Innovation Hub.
5. To lead on effective planning, administration and organisation of conferences, seminars, workshops and other significant events hosted by the Taskforce. Attend meetings and forums and advocate for the LCOTF, exploring new partnerships and communication channels.
6. To support the development of a fully costed business plan for the LCOTF for 2019/20 and beyond, and administer funding, contract and performance issues related to the LCOTF.
7. Work with the LCOTF, the GLA’s communications team, Guys and St Thomas communications team, other partner communications teams. -and external consultants as required - to support the development of a co-ordinated communications strategy (both internal and external) and marketing strategy for the LCOTF; and to be responsible for proactively identifying opportunities for the Taskforce to promote its work and ambitions to Londoners and stakeholders.    
8. To undertake joint working with other members of the GLA Health Team in order to deliver the ambitions of the Action Plan of the LCOTF and ensure alignment with other relevant policies and workstreams
9. To 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 and 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. 
10. To manage staff and resources allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards. 
Key relationships:

Accountable to:
Senior Policy and Programmes Officer 
Accountable for:
Staff and resources allocated to the job

Principal contacts:
Head of Health, GLA Health Advisers, LCOTF Members and partner organisations 
Person specification

1.  Technical requirements/experience/qualifications

1. Significant project management experience, overseeing delivery of key projects – drawing up project plans, tracking milestones, drawing up and managing a budget, keeping delivery partners on track, and the Mayor and key stakeholders informed of progress, anticipating any risks and resolving any issues as quickly as possible.
2. Experience of working with a wide range of people of different backgrounds and seniority, and ability to manage the development of a partnership project, including the ability to oversee and ensure that any partnership issues are resolved. 
3. Experience of drawing up communication strategies and project plans, working with LCOTF Members, key partners and the media, including social media, and managing communications related to the health, care or other relevant sectors.

4. Good knowledge of London’s health and social care, public health, or other appropriate sector.
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 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
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
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

MANAGING AND DEVELOPING PERFORMANCE

… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 2 indicators of effective performance

Seeks opportunities to develop professional skills and knowledge and encourages team to do so.
Ensures own and others’ workloads are realistic and achievable
Provides staff with clear direction and objectives, ensuring they understand expectations 
Recognises achievements and provides constructive feedback and guidance 

Gives staff autonomy and confidence to perform well and to their potential
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 me
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 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

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 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
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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