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	Job Evaluation Code
	0006



	Job Title
	Project Support Officer

	School/Directorate
	Transformation Delivery

	Job Grade
	Grade 5

	Career Pathway
	MPSS



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Transformation Partner

	Posts Responsible For
	



Job Purpose
	In striving to meet Cardiff’s position as an educationally outstanding and consistently high-quality student experience, Cardiff University is undertaking a programme to support Flexible Lifelong Learning. Supported by the programme, we will develop a new Institute for Flexible Lifelong Learning that will bring together the knowledge and expertise in the University to offer an excellent educational experience for students of all backgrounds and experiences, thereby creating positive change.

To support this programme of work, we are seeking to appoint a Project Support Officer.  The purpose of the role is to support the University with the Flexible Lifelong Learning programme and other critical areas of business. It is expected that the role will support the needs of the programme under the guidance of a project manager, maintaining project documentation and records, providing meeting and administrative support and help and guidance to stakeholders.  

The assignment may vary over time, and the role holder may be required to support other allocated projects should the need arise.   




Duties and Responsibilities
	
Flexible Lifelong Learning is an activity the University is undertaking as part of the delivery of Our Future, Together. Supported by the programme of work, we will develop a new Institute for Flexible Lifelong Learning that will bring together the knowledge and expertise in the university to offer an excellent educational experience for students of all backgrounds and experiences, which creates positive change.

The purpose of the role is to support the University with the Flexible Lifelong Learning programme and other critical areas of business. It is expected that the role will support the needs of the programme under the guidance of a project and/ or programme manager, maintaining project documentation and records, providing meeting and administrative support and providing help and guidance to stakeholders.

Key Duties

1. Provide comprehensive professional project support for the Flexible Lifelong Learning programme Business Manager and Senior Project Manager, providing support, advice and guidance to ensure the programme delivers its objectives on time.
2.  Provide professional advice and guidance on processes and procedures to internal and external customers, using judgement and creativity to suggest the most appropriate course of action where appropriate, and ensuring complex and conceptual issues are understood 
3.  Investigate and analyse specific issues within the Flexible Lifelong Learning programme, escalating as appropriate to the Senior Project Manager and/or Business Manager.
4.  Contributing to ensure that the Flexible Lifelong Learning programme is delivered to the institution, proactively changing the delivery according to customer/stakeholder requirements
5.  Collaborate with the Programme Team and wider networks to make recommendations for developments to established processes and procedures
6.  Establish working relationships with key contacts, developing appropriate communication links with the University’s Schools/Directorates and outside bodies as required
7.   Support specific workstreams to achieve the objectives of the Flexible Lifelong Learning programme, including arranging meetings and workshops, booking appropriate venues and supporting workstream leads and membership. 
8.  Coordinate specific project team work on an occasional basis to accomplish key objectives
9.  Develop and deliver training where needed for projects within Flexible Lifelong Learning.
10.  Undertake a variety of administrative duties to support the team
11.  Instruct and guide other employees across the University on new developments and technologies being rolled out as part of the Flexible Lifelong Learning programme as required.

General Duties

12.  Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties
13.  Abide by University policies on Health and Safety and Equality and Diversity
14.  Perform other duties occasionally which are not included above, but which will be consistent with the role






Person Specification 
	Essential Criteria (maximum of 10)

	
Important note: It is the University’s policy to use the person specification as a key tool for short-listing. Candidates should evidence that they meet ALL of the essential criteria as well as, where relevant, the desirable. As part of the application process you will be asked to provide this evidence via a supporting statement. Please ensure that the evidence you are providing corresponds with the numbered criteria outlined below. Your application will be considered based on the information you provide under each element. When attaching the supporting statement to your application profile, please ensure that you name it with the vacancy reference number, e.g. Supporting Statement for ID477.

Essential Criteria

Qualifications and Education
1.    Degree/NVQ 4 or equivalent Professional membership/experience

Knowledge, Skills and Experience
2.    Demonstrable experience of working within a programme/project support role
3.    Able to demonstrate professional knowledge of project or change management to give advice and guidance to internal and external customers  
4.    Ability to set up standard office systems and procedures and make improvements as appropriate

Customer Service, Communication and Team Working
5.    Ability to communicate conceptually detailed and complex information effectively and professionally with a wide range of people
6.    Evidence of ability to explore customers’ needs and adapt the service accordingly to ensure a quality service is delivered

Planning, Analysis and Problem solving
7.    Evidence of ability to solve expansive problems using initiative and creativity; identifying and proposing practical solutions and resolving problems with range of potential outcomes
8.    Evidence of ability to work unsupervised to deadlines, planning and setting priorities for own work and that of others and monitoring progress.

Other
9.    A willingness to undertake further training and development


	Desirable Criteria (if appropriate)

	
Desirable Criteria 

10.    Postgraduate/Professional qualification
11.    Experience of working in a Higher Education environment and of Welsh-medium provision at Higher Education.




Additional Information
	As an employee of Cardiff University the post holder will:  
 
 •            Ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, financial and other University policies, procedures and codes as appropriate.  
 
 •            Take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work in accordance with the Health and Safety at Work Act 1974, EC directives and the University’s Safety, Health and Environment Policies and procedures and to cooperate with the University on any legal duties placed on it as the employer.   






image1.jpeg
CARDIFF

UNIVERSITY
PRIFYSGOL

CARDYY




