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Job Description
Job title:                    Senior Co-ordinator – Serious Youth Violence 9 (Maternity Cover)
Grade:                        Grade 9                                   
Directorate:               Communities & Intelligence 
Unit:                           Communities & Social Policy
Job purpose
To co-ordinate the Mayor of London's activity, both within the GLA and MOPAC, to combat serious youth violence. 
This role will work across numerous internal policy areas of the GLA including health, education, skills, sport, communities & social policy, marketing, and press office. It will also work closely with MOPAC and as appropriate with key external stakeholders such as community groups, the Metropolitan police, Home Office and London boroughs. This is role is being offered as maternity cover for up to 12 months.
 Principal accountabilities
1.   Responsible for the day-to-day project and programme management of work across the GLA and MOPAC on serious youth violence, working closely with the Mayor’s Office, and reporting into the City Hall Violence Reduction group.  
2.   Co-ordinate all relevant strands to ensure that the overall portfolio is delivered smoothly, on time and with impact. This means working with numerous GLA teams including health, education, skills, sport, communities & social policy, marketing, and press office. It may also involves coordinating activity from other organisations, and meeting and working with external stakeholders/community groups.
3.   Co-ordinate the delivery of internal and external strategic communications and campaigns across Mayor’s press office, MOPAC and the Metropolitan Police, and develop and maintain effective partnerships and relationships with key internal and external stakeholders.
4.   Produce, maintain and distribute relevant and necessary project documentation as directed such as issue logs, action lists, project, programme plans and work packages.
5.   Chair the Serious Youth Violence working group, taking responsibility for establishing the meeting programme, produce and circulate meeting documentation, produce and maintain action logs, minutes and other relevant documentation.
6.    Act as secretariat to the Deputy Mayor’s Violence Reduction group including producing and circulate meeting documentation, produce and maintain action logs, minutes and other relevant documentation.
8.    Monitor internal departments’ delivery and track project activities and milestones, take ownership and management of issues and take follow up or remedial actions if required. Produce regular project and programme reports to track and report on campaign progress and tackle poor delivery when it occurs.
9.    As appropriate, review the GLA’s budget, develop and implement a project risk register and risk mitigation plan. 
10.  Work closely with the Mayor’s Office Senior Advisers and MOPAC advisors.
11.  Prepare briefings and status reports where applicable for the Mayor, senior staff in the Mayor’s Office, Assembly Members and Corporate Management Team.
12.  Carry out all roles allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards.
13.  Realise the benefits of London’s diversity by promoting and enabling equality of opportunity and promoting the diverse needs and aspirations of London’s communities.
14.  Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, participating in multi-disciplinary, multi-agency, cross-departmental and cross-organisational project teams.
 Key Relationships
Accountable to:        Community Engagement Manager - Communities & Social Policy with additional Reporting to MOPAC. 
Principal contacts:    Senior Advisors to Deputy Mayors; CMT; Ads and Heads of Units in Health, Education, Skills, Sport, communities & social policy, marketing, and press office. MOPAC senior staff; Community groups and stakeholders
Person specification
Technical requirements/experience/qualifications
1. Significant programme/project management experience, ideally on projects that include a strong public engagement/communications element. 
2. Experience of work with diverse communities and awareness of their needs, concerns and interests.
2.    Knowledge and experience in the field of youth issues and/or serious youth violence, and policing and crime.  
3.    Significant experience of managing complex, multi-stakeholder programmes in the public sector. 
4.    Experience of building and managing successful project sub-groups and teams.
Behavioural Competencies
Building & 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 & 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
· Presents a credible and positive image both internally and externally
· Challenges the views of others in an open and constructive way
· 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
Planning & 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 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.
