[bookmark: _Hlk64288716]SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Department: Economic Growth & Housing	Location: 	Bootle

Division:    Regeneration Team	Post No:
	
	Job Evaluation Number: A4733

Post:     Bootle Regeneration Coordinator & Support Officer 

Grade:    Grade I 


Responsible To:   Strategic Commissioner (Regeneration) & Strategic Lead (Bootle)	

Responsible For:   None


JOB PURPOSE

Based in Bootle, this is an exciting opportunity to help support and coordinate Bootle Town Centre regeneration programme.  The role will involve the effective management of an area-based regeneration programme including delivery of a number of strategic projects in the area.

· Assist the Strategic Commissioner (Regeneration) and Executive Director (Place) to coordinate and report on programme delivery, including reporting to key cabinet members and senior leadership team. 
· Define, in conjunction with the Executive Director and Strategic Commissioner (Regeneration), the programme of interventions and projects to deliver Sefton Council’s Vision and strategy for Bootle Town centre.
· Establish reporting structures including programme management system for overseeing the development and delivery of the Bootle Town Centre Regeneration Programme within the overall Growth Programme governance .
· Assist with Bootle Town Centre funding bid preparation including gathering information and coordinating input from a range of internal and external sources.
· Work collaboratively across the Council to ensure that strategies, policies and business activities are closely aligned and working to a common goal.  
MAIN DUTIES

1. Coordinate the development and implementation of an area-based approach to regeneration within Bootle, in collaboration with the Bootle Officer Steering Group including defining the scope, work plan and resourcing for specific projects within the programme in accordance with Sefton's economic growth programme.
[bookmark: _GoBack]
2. Provide support and assurance to cross functional project teams, including Economic Growth & Housing, Bootle Town Centre Officer Group, Executive Leadership Team and Cabinet Member Reference Group to ensure momentum and progress within the programme.

3. Develop and maintain the programme monitoring tools to enable reports to be made with ease on project status, scheduling, risk and issue management, stakeholder engagement and communications.

4. Assist with Stakeholder engagement and consultation as required throughout the programme development and delivery. Develop and maintain regular communication channels with key stakeholder groups as and when requested by the Bootle Strategic Lead. Work closely with the communications and consultation officers to ensure key messages are relayed accurately within the Council and to the wider community

5. Support the establishment and running of the Bootle Town Centre governance procedures and processes as required including Bootle Town Centre Officer Group, Member Reference Group and Bootle Task Force. 

6. Implement and maintain appropriate financial and management information systems for the programme.  Proactive and continuous programme monitoring to ensure the financial expenditure (revenue and capital) and performance targets of the programme are met, escalating issues and agreeing to resolve with the Strategic Regeneration Commissioner and Strategic Lead (Bootle).

7. Assist with the processing of invoices and payments in accordance with the Councils financial procedures and procurement rules. Ensure all regulations and policy compliance are maintained to ensure eligibility of expenditure and compliance with Standing Orders, Financial Regulations etc.

8. Support securing external funding including grant based bidding to Liverpool City Region Combined Authority, Central Government and other sources under the direction of the Strategic Regeneration Commissioner and Strategic Lead (Bootle).  

9. Assist with democratic processes in a committee-based structure, cabinet member reporting, overview and scrutiny reporting and the strategic capital investment group (SCIG);

10. Support engagement and consultation processes the Council requires to involve Sefton residents, suppliers and businesses by means of appropriate networks, partnerships, sectoral and cluster initiatives, workshops and focus groups; and to use feedback to improve the service etc. . 

11. As and when required to support corporate projects, initiatives and reviews, making best use of all staff and resources by encouraging cross-service working.




ORGANISATION CHART
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SPECIAL CONDITIONS (if applicable)

There may be some working out of normal working hours.








GENERAL:

This is a new post. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post is customer-facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.


	Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  Other optional paragraphs




The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998 and General Data Protection Regulations (May 2018).

Undertake, and participate in training, coaching and development activities, as appropriate.



Prepared by:	Name    Heather Jago


	Designation : Strategic Commissioner Regeneration


	Date:  March 2021


PERSON SPECIFICATION PRO FORMA

Post:	Area Based Regeneration Co-ordinator (Bootle)	Post No.	
Department: Economic Growth and Housing 		Division: Regeneration Team

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	Qualifications/Training

Degree or equivalent experience relevant to the service area;

Professional Membership of relevant Chartered Body/Institute 
	

E


D


	

AF/C


AF/C



	Relevant academic and or professional qualification in project management.
	D
	AF/C
.


	
	
	

	Experience
	
	

	Demonstrable evidence working in a regeneration, economic development and/or area renewal programme along with a programme management office (PMO) organisational environment.

	
E

	
AF/I



	Demonstrative experience of programme and project technical administration, in an economic development setting, including resource management and working with and in a multi-disciplinary team; resolving conflicting priorities, and applying rigorous monitoring and control procedures.

	E
	AF/I

	Previous experience of developing Programme/Project Delivery Plans, Financial Budgeting, forecasts and cost controls for internally and externally funded projects.

	E
	AF/I

	Applied risk management and quality control procedures in a programme and project environment

	E
	AF/I

	Evidence of working effectively with a wide range of clients and partners 
	E
	AF/I

	Skills/Knowledge/Aptitude 

Ability relate strategy to action and outcomes

Effective communication and interpersonal skills and the ability to adapt personal style to meet the needs of the audience.

Excellent organisation, planning and project management skills.

Excellent knowledge of Local Authority financial controls and procedures.

Ability to work in partnership at all levels, including negotiating, communicating and joint working with internal/external organisations to achieve outcomes

Ability to analyse complex issues and adopt a creative approach to problem solving and service delivery in challenging circumstances and with competing priorities.

Motivated, optimistic and enthusiastic with the ability to respond to challenge and not be discouraged.

An inclusive team worker who fosters partnerships, works collaboratively across boundaries and achieves results through others. Demonstrates and promotes openness, trust and respect

Quality oriented and a commitment to continuous improvement

High degree of personal integrity and financial probity

Strong external awareness and vision beyond the post’s own immediate responsibilities
	

E


E



E


E



E




E




E




E





E


E



D


	

AF


AF


AF


AF



AF



AF




AF




AF




AF


AF


AF

	SPECIAL REQUIREMENTS

You may on occasion be required attend meetings outside normal working hours.

Ability to drive on occasions if required
	

E


D
	



	Prepared by: 	
	AF
	= Application Form

	
	I
	= Interview

	Date: 	
	T
	= Test

	
	P
	= Presentation



