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JOB DESCRIPTION

Department:  Planning Services	Location: Magdalen House


[bookmark: _GoBack]Section:	Merseyside Environmental Advisory Service	Post No:	21142

Post Title: Project Officer (Local Heritage List)

Grade:	Grade H

RESPONSIBLE TO: Historic Environment Record Officer, MEAS

RESPONSIBLE FOR:


Job Purpose

1. To support the Historic Environment Record Officer in delivering a combined Local Heritage List project working in collaboration with the Conservation Services of Knowsley, Sefton and Wirral Councils.
2. To prepare and review policies for protecting and improving Merseyside’s historic environment in relation to the Local Heritage List project.
3. To carry out and manage public consultation and its infrastructure in relation to the Local Heritage List project.
4. To undertake responsibilities in a professional and flexible manner with a focus on customer care and value for money.


Main Duties

1. Manage the day-to-day running and administration of the Local Heritage List project following key project partner governance and procedures 
2. Develop, monitor and review documents, policies and projects on conservation, urban design and environmental improvement to increase their effectiveness and in support of the Local Heritage List.
3. Represent the Service as required at meetings within the Authority and elsewhere to safeguard the combined Authorities’ historic environment and to promote environmental regeneration and development.
4. To prepare reports and recommendations and to represent the Service in a positive manner.
5. To work flexibly as a resource for the Service responding to changing demands to ensure service delivery and timeliness and quality decision making.
6. To work effectively within and beyond the service demonstrating the highest standards of customer care.
7. Assist the Service to deliver the Local Heritage project, working individually and with colleagues to achieve the expected requirements and project outcomes.
8. To initiate and develop the Local Heritage List project outlined in the Project Plan with a focus on delivery of the objectives of the Plan.

9. Attend meetings with the public, local community groups and other appropriate organisations to promote and develop the aims and objectives of the project and encourage participation.

10. To work closely with and deliver a series of activities for community groups and the general public designed to increase their knowledge and understanding of local listing and heritage. 

11. To formulate and organise the project on the digital platform from Exegesis, promoting awareness and understanding of its usability by members of the public.

Organisation Chart:

(see attached)

Special Conditions

Ability to carry out site inspections over potentially difficult terrain Casual car user’s allowance is available
Postholders will be expected to attend public and other meetings out of normal working hours.

General

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 are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The postholder is expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote appropriate improvements where necessary.
The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.

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



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).

Sefton Council is currently reviewing the accommodation strategy and home working policy.  The postholder should have the ability and flexibility to work from home and access the Magdalen House office in Bootle.

Prepared by	Ben Croxford
Designation:	Historic Environment Record Officer
Date:	22nd March 2021
PERSON SPECIFICATION
PROJECT OFFICER (LOCAL HERITAGE LIST)
	
Personal Attributes Required
	Essential (E)
or Desirable (D)
	Method of
Assessment

	Qualifications

1. Planning, architecture or Conservation qualification (RTPI/RIBA/IHBC accredited)

2. Second qualification in relation to above or 
 relevant postgraduate qualification.

3. Eligibility for membership of RTPI/RIBA/IHBC.

	

E


            D


           D
	

A, C


A, C


A, C

	Experience

1. Experience of working in a planning office.

2. Experience of working in building conservation.

3. Experience of implementing building conservation
        projects 

 4.   Experience with development of policies

	

D D
D

            E
	

A, I

A, I

A, I



A, I

	Knowledge / Skills / Abilities
	
	

	1. Knowledge of conservation legislation and policy
	E
	A, I

	2. Knowledge of Development Management practice
	E
	A, I

	3. Knowledge of building design, construction and style
	E
	A, I, 

	4. Ability to apply a flexible and creative approach to solving problems
	E
	A, I, 

	5. Ability to produce detailed and accurate work within set deadlines
	E
	A, I,

	6. Ability to contribute effectively as a member of a team.
	E
	A, I

	7. Computer literacy in a Windows environment
	E
	A, I

	8. Positive attitude to professional career development
	E
	A, I

	Special Conditions

1. Ability to carry out site inspections over potentially difficult terrain and in historic properties
2. Driving licence
3. Out of hours work
	

E

D E
	

I

A I



Key: A = Application, C = Certificate, I = Interview, P = Presentation
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