
Post Title:	Project Officer
Grade:	F

Job Purpose

The Project Officer plays a key role in improving how Development Management services operate, supporting the delivery of timely, high‑quality and well‑informed planning and regulatory decisions that shape Nottingham’s places and communities. The post holder will lead and support projects that improve the speed, quality, consistency and customer experience of Development Management processes, from application handling and decision‑making to performance management and digital working.

Working at the intersection of planning, regulation, policy and service improvement, the role will help modernise ways of working, strengthen data and performance insight, and support the service to respond effectively to national planning reform, organisational change and evolving expectations. The Project Officer will work closely with officers, managers, elected members and partners, helping to turn improvement ideas into practical, sustainable change and supporting a culture of continuous improvement across Development Management.

 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction and putting forward ideas for improvements.

· Equality, Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. Take project management responsibility for establishing, managing and delivering projects across the area, covering project planning, delivery schedules, financial management, governance, risks/issues and benefits realisation.
2. Lead and support service improvement and transformation projects, focused on improving the speed, quality, consistency and customer experience of regulatory decision‑making and casework processes.
3. Support the design, mapping and standardisation of end‑to‑end processes, identifying root causes of delay, duplication and rework, and implementing proportionate improvements using continuous improvement principles.
4. Support the development and implementation of digital and data‑enabled solutions (e.g. workflow improvements, dashboards, document management and reporting tools) to improve transparency, reduce avoidable administrative effort and support faster, higher‑quality outcomes.
5. Undertake research, analysis and interpretation of quantitative and qualitative data from a range of sources to identify improvement priorities, evaluate impact and support evidence‑based decision‑making.
6. Support the monitoring, reporting and improvement of performance, including statutory timescales, service standards, quality assurance, customer outcomes and compliance, providing clear insight and recommendations to senior officers.
7. Prepare and present project documentation, business cases, reports, briefings and presentations on complex and sensitive issues, including cross‑service initiatives and change programmes.
8. Build and maintain effective working relationships with internal teams, elected members, external partners, statutory consultees and other local authorities to support successful project delivery and shared learning.
9. Plan, organise, facilitate and report on workshops and engagement sessions with service users and stakeholders to support project design, implementation and continuous improvement.
10. Support the implementation and embedding of national and local reforms affecting the industry, including legislative amendments, performance expectations and changes to working practices.
11. Support service resilience, consistency and standardisation in the context of continual organisational change such as local government reform and service reconfiguration, including transition planning and documentation as required.
12. Embed and sustain change by supporting the development of guidance, templates, training materials and internal communications, ensuring new ways of working are understood, adopted and maintained over time.


Numbers and grades of any staff supervised by the post holder: None

All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.
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	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development
	
	P
	

	
	Drive and motivation, ability to deliver against challenging objectives
	P
	P
	

	
	Ability to plan, organise and prioritise work programmes and to achieve deadlines under pressure
	P
	P
	

	
Change & Innovation 

	Confidence and ability to put forward ideas for change
	
	P
	

	
	Ability to be creative, to be able to identify problems and work to create solutions
	P
	P
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships
	P
	P
	

	
	Evidence of actively working with others to improve collaboration internally and externally
	P
	P
	

	
	Ability to work alongside partners to deliver and support projects within a commercial environment
	P
	P
	

	Equality, Diversity & Inclusion 
	An understanding of why it’s important to consider equality, diversity and inclusion in all that we do
	P
	P
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people
	
	P
	

	Technical Skills and Knowledge 


	Knowledge of project management and change delivery principles, including planning, governance, risk management and benefits realisation.
	P
	P
	

	
	Experience of supporting service improvement, transformation or process redesign within a complex organisation, ideally within a regulatory, operational or customer‑facing environment.
	P
	P
	

	
	Ability to analyse quantitative and qualitative data, including performance information, to identify issues, develop insight and support evidence‑based recommendations.
	P
	P
	

	
	Confident use of digital tools to support project delivery, workflow management, analysis, reporting and collaboration.
	P
	P
	

	
	Strong written and verbal communication skills, with the ability to prepare clear reports, briefings and presentations on complex or sensitive issues for a range of audiences.
	P
	P
	

	
	An understanding of the challenges facing public services, including the need to balance quality, timeliness, compliance, customer experience and continual improvement in a changing legislative and organisational context.
	P
	P
	

	A - Application
	AC – Assessment Centre
	D – Documentary




