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	Post title
	Project Officer
	

	Salary and grade:
	Band G (£27,852 - £30,151)

	

	FTE


	Full-Time
	

	Line manager/s:
	Procurement & Contracts Lead
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Multi Academy Trust




Main purpose of the job:
To support the work of the Procurement & Contracts Lead in the coordination and delivery of key Trust projects and change programmes. To provide regular reports and updates as requested and required, liaising with identified stakeholders both internally and externally. 





Person Specification
	
	
	Essential 
	Desirable
 

	Qualifications
	NQF Level 3 qualification e.g. AS and A levels, NVQs Level 3, Applied A Levels, BTEC First Certificates and Diplomas, City and Guilds Advanced Craft Part 3, or NQF Level 4 Certificates of Higher Education

Or

Evidence of the equivalent level of knowledge gained through work experience


	•
	

	Experience
	Experience of working in an effective project role previously 
	
	•

	
	Experience of using Microsoft Office – Excel/Outlook
	•
	

	
	Experience of managing own workload and effectively ensuring performance outcomes are achieved.
	•


	

	
	Knowledge of the funding, regulatory and legislative environment of academies.
	
	•

	Thinking Ability 
	An analytical thinker who can process complex information quickly and rigorously in order to recommend effective decision making
	•
	

	
	Can demonstrate sound judgement to undertake complex tasks in a systematic way
	•
	

	
	Thinks creatively and imaginatively to solve problems and identify opportunities
	•
	

	
	Able to demonstrate having planned appropriately for future success
	•
	

	Personal Effectiveness
	High ethical standards and influencing skills with the ability to engage effectively with all staff across the school 
	•
	

	
	Self-confident with the ability to transmit appropriate messages to appropriate audiences 
	•
	

	
	Works reliably under pressure to produce timely, accurate information and is willing to do whatever necessary to bring about results 
	•
	

	
	Able to be resilient and robust whilst showing compassion in dealing with issues and is calm under pressure
	•
	

	Interpersonal Relationships 
	Effectively engage and communicate with others
	•
	

	
	Shows concerns for impact – identifies the most important concerns and issues of others – modifies own behaviour to achieve the required outcomes
	•
	

	
	Goes out of the way to establish contacts and use the relationships to achieve business objectives. 
	
	•

	
	Able to remain approachable and professional at all times.
	•
	

	General 
	Able to work flexibly, including any service specific hours
	•
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	•
	

	
	Applicants must undergo a DBS check.
	•
	


Key duties and responsibilities








Support managers and senior leaders in the Trust to deliver successfully on all change management projects 





Provide management of elements of larger projects, and full management of smaller or lower risk projects and initiatives, to deliver the agreed programme of work that will create improvements, efficiencies, and best value within agreed timescales;





Develop and maintain an efficient, effective academy conversion process, communicating effectively with all stakeholders and meeting key deadlines.





Through consultation with a range of stakeholders, support the development of alternative approaches to service provision and assist in the delivery and implementation of projects and initiatives;





Develop and maintain links and networking arrangements with multiple stakeholders to enable project plans and initiatives to be achieved, providing timely communications and recording of stakeholder views and feedback;





Support the development and implementation of wider policies and initiatives, that further the Trust’s strategic objectives;





Assist in the development and maintenance of data capture, analysis, and reports for a range of audiences to support robust documentation and successful implementation of specific projects.



































Additional duties





Equality and Diversity


Actively support the Trust’s Single Equalities policy.





Health and Safety


Ensure own compliance with the Trust Health & Safety policy/procedures and that of any


resources you have responsibility for.





Risk Management


Identify opportunities and risks associated with the service and escalate/report to management.





Information Security


Comply with the Trust policies on information governance and security at all times.





Safeguarding





Nexus Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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