	[image: image1.emf]

	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Housing Projects Coordinator
	POST NUMBER:  

	REPORTS TO: 
	Housing Development Manager(s)


	DEPARTMENT:   Housing Services
	GRADE: 7


	JE REF:
	4184
	PANEL DATE:
	16/04/2019


	1.
	MAIN PURPOSE OF JOB

· To support Housing Development Managers and Construction Development Officers in the delivery of high profile housing projects across the city

· Provide day to day project support /coordination and administration

· Take forward identified work streams to achieve project delivery

  

	2.
	KEY TASKS:



	
	i.
	To act as an initial contact point for stakeholders and the wider public.

	
	ii.
	To provide project management support to the Housing Development Managers in the delivery of new housing projects. 
To assist the work priorities of the Construction Development Officers.

	
	iii.
	To positively respond to enquiries regarding housing projects from a wide range of stakeholders including colleagues, consultants, developers, landowners and members of the public.

	
	iv.
	To draft, update and maintain project plans, action logs, risk registers, programme / progress monitoring and reporting mechanisms on scheme progress, including through the use of Verto and other project management tools

	
	v.
	To be responsible for leading the organisation of public consultation events and information sessions that promotes public awareness and active participation in conversations regarding proposed housing developments. Actions to include: 
· Organising meetings and booking venues
· Advertising and invitations, including through social media
· Preparing materials and literature
· Representing the council and engaging with the public

· Collecting and collating feedback
· Logging / documenting / recording project progress as required and keeping stakeholders up to date

	
	vi.
	To present information and data relating to the Housing Delivery Programme in a range of different formats suitable for different audiences 

	
	vii.
	To develop and monitor communication plans


	
	viii.
	Represent the Directorate of Health, Housing, and Adult Social Care at internal and external meetings. 

	
	ix.
	To arrange, attend and minute internal and external meetings 

	
	x.
	To proof read and provide supporting documentation for reports to all levels of the council’s reporting structure

	
	xi.
	To support the application for and draw down of grant finance through inputting and updating information on IMS and other grant software and procedures

	
	xii.
	To support the design of major new housing projects by assisting in the creation of site briefs, considering design proposals and liaising with key stakeholders such as planning and highway officers

	
	xiii.
	Support site development due diligence through, for example, undertaking valuations, utility and land registry searches and identifying risks to housing delivery

	
	xiv.
	To lead on site viability appraisals, site development briefs, and recommended procurement routes including innovative delivery models such as modular and off-site construction for the delivery of new housing on small scale council owned sites.

	
	xv.
	To initiate, research and analyse the outputs of the Housing Delivery Programme including levels of customer satisfaction to help direct future delivery actions and priorities. Where available, utilise and manage project interns to support the continual improvement of the housing delivery service.

	
	xvi.
	Work alongside the Community and Self Build Officer to identify and deliver opportunities for individuals and groups to provide their own housing solutions.

	
	xvii.
	To promote and communicate the work and outputs of the Housing Delivery Programme through directorate and council-wide communications, delivered in liaison with our Communications team. To keep public facing media such as the housing website up to date.

	
	xviii.
	To keep up-to-date on relevant good practice and innovation in relation to housing delivery and be proactive in researching and recommending initiatives and opportunities that the council could pursue.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

The post has no line-management responsibilities, but will be expected to provide guidance and supervision of work tasks allocated to any apprentices /graduate interns.


	4.
	CREATIVITY & INNOVATION

The post holder will need the ability to understand the process of project inception, development and delivery for complex and sensitive major housing projects, and be able to interpret and navigate project plans, business plans, architectural drawings, legal documents and procurement processes.

They will be encouraged to promote new ideas and contribute to creative solutions to the delivery of new housing developments.  

The post holder will need to use their knowledge and experience to contribute towards issues resolution and problem solving, and finding solutions that meet the corporate and service priorities of the council.
 

	5.
	CONTACTS & RELATIONSHIPS

The post holder will have daily contact with staff from different areas within the council. They will be expected to liaise with and manage those relationships to move forward project objectives.

External contacts will be consultants, developers, public sector partners, Ward and Executive Members, and the public. 
They will work on a daily basis with officers at all levels across the council, and with consultants and contractors employed by the council, to ensure that their work streams and project outcomes are achieved.  

The post holder will be expected to attend and represent the council at public meetings, and will need to be comfortable engaging with and answering questions from the public and stakeholders.


	6.
	DECISIONS – discretion & consequences

Discretion – 

The post holder will be expected to manage and prioritise their workload and objectives within the high level framework of an agreed workplan. They will have responsibility for delivering identified objectives without day to day guidance / supervision.
The post holder will be party to commercially sensitive and confidential information on housing projects and external organisations and must treat this in an appropriate manner. 

Consequences -  

Housing developments are delayed / not successfully delivered, damaging the council’s reputation and the city’s social, housing, economic growth and environmental objectives.

Failure to represent the council in a professional manner to external contacts could damage the council’s reputation.

	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


· Use of normal office equipment, plus use of shared laptop, projector, camera, scanner and use of pool cars.
· Responsibility for own personal protection equipment (PPE). 
· Use of other equipment outside of the office (such as 3d models, projectors, display boards) as necessary to support the delivery of  presentations and workshops for community groups, the general public and senior management.


· Responsibility for storing relevant manuals, legislative documents, and best practice documents

· Responsibility for safely storing data




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· Workload has variable deadlines and the post holder will need to prioritise their workload to reflect changing and competing demands.

Physical demands

· Mainly office based working for periods on the computer, requiring long periods of concentration. 

· Will involve occasional visits to construction sites.

Work conditions

· Mainly office based; but with occasional site visits and evening meetings. 

Work context

· Limited physical risk.



	9.


	KNOWLEDGE & SKILLS

The post holder will have at least one of the following:

· be educated to degree level 

· have a recognised project management qualification 

· have demonstrable experience of working in a project delivery environment, with an understanding of local authorities, regeneration and development issues

Have a general understanding of construction and development stages and processes.
Have an understanding of local authority procurement processes
The ability to understand site plans and architect’s drawings.

The ability to use progress monitoring and reporting tools such as Verto, and maintain and update project plans and risk registers.
The ability to gather, analyse and summarise information from a range of sources and generate reports and briefing documents within timescales. 

An ability to think creatively and use knowledge and experience, with good negotiating skills to influence others.
To use IT with knowledge of Microsoft applications; particularly Word for preparation of reports and Excel.  Must have good communication skills and a commitment to work effectively with a wide range of people from different areas and backgrounds.


	10.
	Position of Job in Organisation Structure
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