Job description

	Job title: Project Administrator Officer – Welfare Advice
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	Department: 

Communities

Service: 


Sold Services to Schools
Section: 


Crisis & Resilience Fund
Grade: 


Grade F
Post reference number:  JE1000005544

	

	1 Job purpose

To provide a proactive and efficient project and programme support and coordination for targeted welfare advice and related initiatives to support residents across Nottingham , enabling consistency of service delivery across the council and effective relationships with community organisations and stakeholders


	

	2 Principal duties and responsibilities

	1. To administer and maintain appropriate project related records, action plans and documentation for assigned programmes and projects, and related correspondence in accordance with version control requirements and the Data Protection Act.

2. To plan, co-ordinate and communicate instructions from the project team, liaising and negotiating with external and internal stakeholders and/or departments, and provide/obtain information from other managers, assigning and delegating work, tracking this and progress chasing as required.

3. To undertake research and analysis of data from a variety of sources to identify project priorities and allow monitoring and reporting of performance and service improvements. To use this informaiton to co-ordinate and plan the deployment of welfare advice resources into targeted areas of need across Nottingham.
4. To support the Sold Services Management team and customers in the preparation of presentations, plans, reports, and briefings on matters of a complex and sensitive nature, including cross-directorate projects and external partnership working.

5. To support the programme and initiative outcomes and ensure that effective communication of advice locations and schedules are accessible to residents, utilising communication channels and engagement through external meetings and external organisations as appropriate.

6. To be the initial lead point of contact and information for assigned projects and programmes, with responsibility for answering and resolving the majority of correspondence and/or queries without reference to the manager.
7. To supervise, and allocate work to, immediate colleagues where required.  
8.   To provide support in monitoring performance systems and reporting outputs.  To co-ordinate outstanding responses to incoming mail to assist the project team in ensuring that corporate standards are met. 

9.  To administer meetings, preparing papers and taking minutes and progress chasing actions as required, ensuring the progress of all project actions to deliver the required outcomes
10. To organise, monitor and maintain files of the team’s correspondence, records, and mail etc, following up on pending matters, responding to and redirecting items as necessary

11. To develop tasks and actions including required processes which organise and expedite flow of work through the team, initiating follow-up action.

12. To be responsible for raising orders, processing payments and monitoring expenditure, processing bookings and hire arrangements for community facilities to support project delivery as necessary.

13.  To maintain project management documentation in line with a proven project management methodology for individual projects.

14. Work with colleagues, customers and suppliers to ensure that their project inputs are appropriately scheduled and delivered.

15. Ensure that effectively financial monitoring of projects is undertaken and that this is embedded in all projects.

16. To support the development of colleagues to ensure consistency of service delivery.

17. To proactively build and develop a positive reputation for the Sold Services and projects by acting as an ambassador when dealing with other colleagues, customers and external partners and always ensuring a positive customer and citizen focused approach.

18. To ensure the confidentiality, integrity and availability of corporate information assets and systems and, where appropriate, ensure preventative measures are undertaken to help mitigate the risk of a security incident occurring including reporting any security breaches or exceptions.

19. To work outside normal office hours as and when necessary.  



	

	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 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. 

	

	5 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.

	

	6 Numbers and grades of any staff supervised by the post holder: Due to the flexible nature of this post Supervisory responsibility may be required.

	

	7 Post holder’s immediate supervisor: Head of Sold Services to Schools

	

	Prepared by/author: Lee Kimberley
Date: 2nd June 2026

	Job title: Head of Sold Services to Schools


	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: Project Administrator Officer



	Department:  Communities
Service:  Sold Services to Schools
Grade: F
Post reference number: JE1000005544 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge and Technical skills
	Experience of working as an administrator/ project administrator to a senior manager/team and being able to produce accurate, clear, and concise information in appropriate formats including statistical data, textual reports, and publicity material.
	
	(

	
	(

	

	
	Ability to undertake high level office administration duties, with good knowledge and application of office workflow practices and systems.
	
	(
	(
	(
	

	
	Good understanding in the development, and maintenance of systems and processes in an office environment. 
	
	(

	
	(

	

	
	Experience of undertaking research and analysis to resolve complex problems and queries. 
	
	(

	
	(

	

	
	Experience of data analysis and collation.
	
	(
	(
	(
	

	
	The post holder must be able to demonstrate tact and diplomacy and have the ability to maintain confidentiality.
	
	(

	
	(

	

	
	Ability to liaise confidently and professionally with senior internal/external customers.
	
	(

	
	(

	

	
	Proficient in working knowledge and application of Microsoft Office packages e.g. MS Word, Excel.
	
	(
	(
	(
	

	
	Experience of organising events and travel.
	
	(
	
	(
	

	
	Experience of Project and/or programme administration and Management and the methodology to be used, 
	
	(
	(
	(
	

	
	Good working experience of diary management, email management, (MS Outlook) mail management, meeting management and financial management, e.g. monitoring expenditure, order processing. 
	
	(

	(
	(

	

	Communication and team work
	Good communication skills with ability to communicate on behalf of the team. 
	
	(

	(
	(

	

	
	Experienced in gate-keeping techniques.  
	
	(
	
	
	

	
	Broad experience of communicating effectively with people at various levels (internally and externally,) via telephone, face to face and in writing, including progress chasing and problem resolution where required. 
	
	(
	(
	(
	

	
	Ability to work well within a team and to supervise staff as required.
	
	(

	
	
	

	
	Experience and understanding of working in a confidential and/or politically sensitive environment.
	
	(

	
	(

	

	Organisational skills 


	Good organisational skills, with the ability to efficiently manage workload on behalf of the team. e.g. diary, duties, delegation and assignment of tasks, organising meetings. 
	
	(

	(
	(

	

	
	Experience of working flexibly with minimum supervision, to prioritise and manage own workload. 
	
	(

	
	(

	

	
	The ability to provide project support and undertake project administration within a structured framework to set timescales.
	
	(

	
	(

	

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

	(
	(

	

	Work to promote mutual respect and good relations
	Understanding of Equality and Diversity issues and commitment to working in a non-discriminatory manner, in support of corporate policy.
	
	(
	
	(
	

	Work Related Circumstances


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


	
	(
	
	
	

	
	Willingness to undertake a DBS check which is required for this role
	
	
	
	(
	

	

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