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Post Title:	 Economic Development Project Officer
Grade: H
Post reference number: 23454

Job Purpose

Reporting to the Economic Development Programme Manager, the Economic Development Project Officer will play a key role in supporting the delivery of a portfolio of Economic Development projects and grant‑funded programmes.

The postholder will work closely with internal services, delivery partners and grant recipients to support the commissioning, implementation, monitoring and performance management of projects, ensuring activity is delivered effectively, represents value for money and meets the needs of Nottingham’s residents and businesses.

The role will act as a named point of contact for externally and internally funded delivery organisations, supporting strong partnership working, contract and grant management and the achievement of agreed outputs, outcomes and funding conditions.

 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 Nottingham 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. To support the development, implementation and delivery of targets across a range of Economic Development projects and grant schemes through an effective partnership management approach.

2. To support the commissioning and procurement of project funding, including the coordination, administration and ongoing monitoring of grant processes.

3. To develop and maintain strong, collaborative relationships with project delivery organisations and grant recipients, ensuring provision is responsive to the needs of local people and businesses, supports capacity‑building and performance improvement and enables the full achievement of agreed outputs and outcomes.

4. To work proactively with stakeholders, communities and businesses to support the successful implementation of project interventions, including enabling the development of activities that increase resident and business access to funded provision.

5. To keep abreast of national Economic Development policy, funding priorities and key drivers and to analyse their implications for Nottingham and Nottingham City Council.

6. To identify and develop innovative funding mechanisms for Economic Development activity in partnership with public and private sector organisations, including approaches that deliver local economic benefit and investment, such as Civic Crowd Funding

7. To work collaboratively with internal and external partners to understand the needs of Nottingham’s economy and communities, and to inform the development of effective policy, programmes and delivery plans.

8. To support robust project monitoring and evaluation, and to contribute to the development of high‑quality funding applications to secure additional resources for Economic Development activity.

9. To manage project and programme budgets in line with Council procedures, producing accurate and timely financial and performance reports for management review.

Numbers and grades of any staff supervised by the post holder:
N/A

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.


Prepared by Head of Employment, Skills and Economic Strategy 28/07/2022

Updated by Economic Development Programme Manager – 06/05/2026




	Job title: Economic Development Project Officer




	Areas of 
responsibility
	Requirements

	
	
	A
	I
	D

	Economic
Development
	Experience of managing or supporting the delivery of publicly funded Economic Development initiatives, including grant‑funded programmes.
	
	
	

	
	Understanding of the local, regional and national economic environment and its impact on employment, skills and business growth.
	
	
	

	
	Understanding of commissioning and procurement processes within a public‑sector or regulated funding environment.
	
	
	

	
	Understanding of local employment and skills and / or business growth challenges and appropriate methods of intervention. 
	
	
	

	Strategy/Action Planning

	Experience of translating strategic objectives into practical delivery plans and measurable actions, with the ability to adapt those plans in response to performance, emerging risks and changing funding or policy requirements.
	
	
	

	Project and Programme Management
	Experience of supporting projects and programmes from inception through delivery to closure, including monitoring performance and risks and achieving agreed outcomes.
	
	
	

	Partnership Working
	Experience of developing and sustaining effective delivery partnerships across public, private and voluntary sectors.
	
	
	

	
	Ability to influence partners and stakeholders to align delivery with local need, funding requirements and strategic priorities.
	
	
	

	Communication
	Strong interpersonal skills with a self-awareness of how personal communication style impacts on others behaviour. 
	
	
	

	
	Ability to produce clear, concise and evidence‑based reports and briefings for senior management, funders and governance boards.
	
	
	

	
	Ability to design and deliver high quality presentations to a range of audiences.
	
	
	

	Team Working
	A collaborative team worker able to build productive relationships across internal and external boundaries and achieve results through influence and partnership working.
	
	
	

	
	Ability to work on own initiative with minimum supervision, whilst actively participating in a team environment.
	
	
	

	Generic Skills / Ability
	Ability to manage multiple priorities and deadlines across a portfolio of projects and funding streams.
	
	
	

	
	Ability to work effectively within complex political, administrative and multi‑agency environments to deliver change and economic benefit.
	
	
	

	
	Ability to anticipate, interpret and manage changing environments and achieve positive outcomes through influence and negotiation.
	
	
	

	Work to promote Respect and Good Relations
	Knowledge and understanding of the City Council’s Equality and Diversity Policy and the ability to apply this practically within project design, commissioning and delivery.
	
	
	

	Work Related Circumstances
	Able to work outside of normal office hours as necessary to fulfil the duties of the post
	
	
	


A = Application; I = Interview; D = Documentary
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