
Job description

	Job title:             Highways Programmes Co-ordinator
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	Department:                         Resident Services
Service:                                Highway Services  
Grade:                                  GLPC-G
Post reference number:     
JE reference:                       JE1000001299 

	

	1 Job purpose

The purpose of this role is to support Highway Services to facilitate and deliver civil engineering construction projects/programmes.  The role also requires administrative and organisational support to be provided across the service


	

	2 Principal duties and responsibilities
1. To contribute at a high level to the delivery of Highway projects, taking the lead in monitoring the budgets, costs and expenditure for service with an annual turnover of £9m plus
2. To facilitate the smooth management of all Highway projects, providing ongoing assistance, direction and updates on projects to colleagues, elected Members and resolving issues as necessary.

3. To review project systems and governance on a regular basis, engaging with colleagues to improve delivery of service, ensure statutory compliance and facilitate prompt and accurate reporting.
4. To represent the service at meetings with colleagues, suppliers, clients and customers and other meetings as required by the Highway Service management team
5. To build and develop effective collaborative partnerships with internal and external stakeholders, particularly colleagues from the other departments involved in transport, to support successful service delivery.

6. To undertake research and analysis of data from a variety of sources to drive service improvements, presenting conclusions and recommendations to management.

7. To ensure flexibility between Highways Programme Coordinators, supporting and cover duties where appropriate. 
8. To contribute towards monitoring service performance including the collation and reporting of relevant performance data.

9. To support specific project work as required by Highway Services management team including communications, spend analysis, programming 
10. To work with managers in the preparation of written presentations, plans, reports and briefings on matters of a complex and sensitive nature, including cross-directorate projects and external partnership working.

11. To support the Head of Highway Services at external meetings and external organisations as appropriate.

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 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.

	

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


	

	6 Post holder’s immediate supervisor: Contracts & Compliance Manager / Compliance Manager


	

	Prepared by/author: Mark Bradbury



Date: June 2021

	Job title: Contracts & Compliance Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title:             Capital Programmes Co-ordinator



	Department:                         Resident Services 
Service:                                Highway Services  
Grade:                                  GLPC-G
Post reference number:     13370 
JE reference:                       JE1000001344 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Ability
	Experience of working on the support and delivery of projects, policy development, cross departmental and multi-agency working
	
	x
	
	x
	

	
	Proven ability to solve complex problems and able to negotiate and build consensus towards proactive solutions
	
	x
	
	x
	

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

	
	To analyse situations, exercising judgement, problem solving skills, initiative and responsibility
	
	
	x
	x
	

	
	To produce accurate, clear and concise information in appropriate formats including statistical data, textual reports, publicity material
	
	x
	
	
	

	
	Ability to research, analyse and present recommendations 
	
	
	x
	
	

	
	To demonstrate good organisational skills and an ability to respond to constantly changing priorities
	
	
	x
	x
	

	
	Self motivated and willing to undertake a variety of tasks proactively with limited supervision
	
	
	
	x
	

	Information Technology
	Extensive experience of using a range of software applications including Microsoft Office, Oracle Fusion, spreadsheets and databases 
	
	x
	
	x
	

	Team Working
	Ability to build and develop partnerships with a range of different stakeholders from the general public to officers, councillors and external stakeholders
	
	x
	
	x
	

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

	Communication
	Proven written communication skills for the preparation of reports, project plans, briefing papers, and letters 
	
	x
	
	x
	

	
	Ability to communicate effectively with a range of different audiences and in a variety of styles and undertake presentations and briefing sessions, often on complex issues
	
	
	x
	
	

	Work to promote mutual respect and good relations
	An understanding of the City Council is Equality Scheme, a commitment to its implementation and application in employment and service delivery.
	
	
	
	x
	

	Work related circumstances
	Able to work at sites throughout the city as required.
	
	x
	
	
	

	
	Willingness to undergo training and professional development
	
	x
	
	
	

	
	Willingness to comply with the city council's non-smoking policy.
	
	x
	
	
	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	Prepared by/author: Mark Bradbury



Date: June 21
Job title: Contracts & Compliance Manager 


	

	


