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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Public Health Project Development Officer and Technical Support


	REPORTS TO (Job Title):  
	Senior Public Health Technical Systems Development Officer


	DEPARTMENT:  Public Health 

	GRADE: 8

	JE REF:
	0134
	PANEL DATE:
	28/09/2021

	1.
	MAIN PURPOSE OF JOB 
The Public Health Department is a progressive team committed to improving health and tackling inequalities in the population of City of York. The post holder will be a key member of the Public Health team, dealing with complex issues in a fast-paced environment.

To ensure that assigned projects produce the required deliverables within the defined quality, time and cost constraints and to facilitate full realisation of defined outcomes through the application of project management methodology and techniques. 

Responsible for producing project initiation documents (PID), and the respective roles and responsibilities of the partners/stakeholders to ensure the project(s) are capable of delivering against agreed outcomes.  Iis also responsible for all aspects of the project life cycle and must be able to work with some degree of autonomy.
To provide support for maintaining systems and processes to ensure effective oversight and management of public health service delivery plans, including audit, clinical governance and assurance, risk management, information governance and business continuity plans.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	I
	Project management of significant department wide projects e.g. setting up of new public health services for example a children’s healthy weight service, or delivery of strategic projects such as production of the Director of Public Health Annual Report.

	
	II
	Analyse and interpret complex information to develop and negotiate detailed project plans that will meet the needs of the department. Use initiative and make decisions to solve problems and keep project plans on track for delivery without recourse to senior management unless there are significant policy, resource or timing issues.

	
	III
	Be responsible for the department’s Business Continuity Plan with input from senior public health staff. This will involve developing, testing and maintaining business continuity arrangements.

	
	V
	Project manage and support internal and external assurance and audit processes e.g. CYC internal audit, LGA and ADPH peer reviews and sector led improvement (DELPH)

	
	VI
	Produce and distribute accurate and timely reports and other updates to a range of audiences

	
	VII
	To be the lead officer for defined areas of work with responsibility for developing, delivering and evaluating a range of public health projects and programmes in line with national, regional and local policies. To represent the Public Health Team at key partnership/stakeholder meetings as required.

	
	VIII
	To contribute to policy development through detailed research and preparation of associated reports. To be aware of and disseminate relevant practice developments/research findings to facilitate evidence-based practice across the team

	
	IX
	Attend all mandatory training and other training required to maintain knowledge and skills relevant to the role aligned to the Public Health Knowledge and Skills Framework

	
	X


	Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the service

	
	XI
	Develop and maintain effective working relationships with the public health team, relevant colleagues within the Council and key external stakeholders.

	
	XII
	Work with colleagues in the communications team to ensure residents and stakeholders are kept informed and engaged with the project progress

	
	XIII
	Manage the information flows between the Project team and CYC strategic governance

	
	XIV
	Identify and manage risks, ensuring that any risks to projects are escalated appropriately.

	
	XV
	Matrix working with Officers across the Council to co-produce and jointly deliver specific projects thus helping to ensure the embedding of Public Health principles throughout the organisation.

	
	XVI
	Be responsible for ensuring Public Health Freedom of information requests follow CYC procedure.

	
	XVII
	Be responsible for cascading Chief Medical Officer and drug and medical devices alerts.

	
	XVIII
	The post holder will be responsible for ensuring all staff complete required training, compliance with policies, ensuring confidential documents are securely stored and IG incident management. Responsible for ensuring the Information Asset Register is up to date and complies with current regulations.

	
	XIX
	Establish and maintain an effective assurance framework for the York Health Protection Committee and actively support the work of the Committee including the organisation of meetings and agendas, producing reports and contributing to the production of an annual health protection report for the Health and Wellbeing Board.  

	
	XX
	To collate information and enable analysis of statistical data in a variety of formats for Council, Departmental and Interagency requirements. Using Microsoft excel and other IT software.

	
	XXI
	To work alongside the Senior Public Health Senior Technical Systems Development officer, managerial and professional members of staff in the gathering and collation of information and the production of reports and other documents in a timely manner.

	
	XXII
	Provide support to the Senior Public Health Senior Technical Systems Development officer investigating any breeches in Contract Procedure Rules and other CYC processes and report to Public Health Governance Group, DPH and Procurement to avoid financial irregularities or process deviation.

	
	XXIII
	Organise stakeholder engagement including council officers, NHS, community and voluntary sector, customers for consultation, service review, and gap analysis and to inform the development of service specifications.

	
	XXIV
	Provide support with financial processes within the operational PH team ensuring that all equipment and services purchased are cost effective and meet departmental requirements and comply with CPR’s.

	
	XXV
	Provide support to the Senior Public Health Senior Technical Systems Development officer with implementing and managing processes for monitoring of contracts for public health commissioned services, monitoring delivery and performance against specified key performance indicators and quality standards and seek to continually improve these services and standards.

	
	XXVI
	Provide support for the development and coordination of consistent standards and processes including work with external partners, particularly health contractors, ensuring that directorate and council wide initiatives are met.

	
	XXVII
	Provide support to the Senior Public Health Senior Technical Systems Development officer on the monitoring, and to maintain and identify measures to improve operational performance standards, such as NHS Health Checks, sexual health and substance misuse (inc smoking and alcohol)

	
	XXVIII


	Providing advice to PH officers on the commissioning of services to ensure adherence to Contract Procedure Rules. process.

	
	XXIX
	Support a co-ordinated approach to service planning that meets all relevant public health department and corporate requirements e.g. assurance frameworks, annual governance statement, risk register, service and financial and business continuity plans.

	
	XXX
	Provide support to the Senior Public Health Senior Technical Systems Development officer for providing assurance to the DPH that regular monitoring of expenditure across the service area, regular updates on the status of the budgets, and that notable variances are escalated in a timely and appropriate manner to the DPH. Highlighting areas of concern which may impact on corporate risk.

	
	XXXI
	Provide support to the Senior Public Health Technical systems on behalf of the DPH monitoring budget activity, budget management, financial activity and grant funding activity.

	3.
	Supervision and Management of People 
Indirect:  Indirect supervision of up to 2 staff dependent on portfolio of projects which will be a mixture of CYC officers and other staff e.g. community and voluntary sector, independent sector. The post holder will be required to provide mentorship and supervision of staff on short-term work experience in the Public Health department and Public Health trainees.



	4.
	CREATIVITY & INNOVATION

The post holder must be able to work within a highly complex, rapidly changing and challenging local and national context, taking into account how national and local policies and plans can impact on the success of achieving both government and local targets and priorities.

Work collaboratively with a range of different internal and external stakeholders including statutory, community and voluntary sector. Must be able to adopt creative approaches to engaging with and motivating partners to be involved

The post holder will have excellent technical skills to ensure that services are within legal frameworks and adhere to Contract Procedure Rules.
A high level of interpersonal skills is required to ensure coherent partnership working across a range of disciplines.

The post holder will be expected to 

· Support the development of bespoke contract logs, contract management tools and appropriate governance methods to meet contract terms.
· Support the department’s procurement of services using various methods and tendering procedures in line with CYC policy and procedure. 
· Support creative and innovative ways of communicating with and engaging providers and partners who deliver public health services under contract to CYC as well as customers using those services. 

Whilst working within existing procedures and processes there is scope for creativity in the way that these standards and procedures are applied.

The post holder will have a detailed knowledge of change management policy and procedure in order to be flexible and adaptive for the development of solutions working with public health senior managers. 



	5.
	CONTACTS & RELATIONSHIPS

Internal

· Regular contact with Public Health colleagues to ensure efficient service development.
· Regular contact with a number of senior public health staff to enable delivery of a wide range of projects concurrently to ensure efficient project development and outcomes. These could be short or long term, and could be strategic or operational service delivery projects.   
External: 
The post holder will represent CYC public health when in contact with representatives from the Independent and Voluntary Sector, health partners such as;

· Public Health England

· Vale of York Clinical Commissioning Group

· Public health colleagues across the Yorkshire and Humber region

· NHS England

· NHS Trusts

· Other local authorities

· External funders

· Voluntary and Community sector

· Private sector organisations

· Residents

· Contact with visitors, suppliers and agencies on operational matters which may require tact and discretion

· Represent the Public Health Team at meetings with relevant external bodies and groups.
Contacts may be on a daily and regular basis, providing and eliciting information.  Contact may include discussions and negotiations about sensitive and complex issues which may have an effect on services currently provided, projects or new service opportunities which may have a significant impact on the business and workforce of provider colleagues.



	6.


	DECISIONS – discretion & consequences
The post holder is expected to be a self-starter who can work autonomously and use own initiative, prioritising work and resources against a background of rapid change and uncertainty.

Uses a high degree of discretion when dealing with customers, colleagues and others outside the council so as not to commit any breaches of confidentiality.

Initiate and deliver projects as identified in Public Health, including the needs of the project, who is involved, time frames, budgets and ensuring they are delivered on time, to budget and having accurately measured outcomes which are reported on.

Without direct supervision manage and make decisions on behalf of the senior management team to meet project requirements.

A high degree of judgement is required for providing solutions on the delivery of multiple and complex projects.
Takes a lead role in making modifications/variations to processes and working arrangements, ensuring changes are not detrimental to the working of the teams or affect project management performance. 

The post holder will contribute to and work within the work plan of the Public Health team.  

The post holder will work in accordance with the priorities and timescales of contracted services which may be impacted by strategic decisions.  

The post holder will have the ability to make decisions on the methodology of their work and will contribute to broader strategic decisions related to Governance, contracting, commissioning and budgets. 

The post holder will be required to support resolving complex issues, escalating those which may have a significant impact on external and internal stakeholders and services that are provided including contract breach and contract warnings, which could result in contract termination.

The post holder will deputise in the absence of the Senior Public Health Technical Systems Development Officer and have delegated decision making responsibilities.

The post holder will circulate clinical alerts which may impact service delivery and population outcomes. 

Consequences
Failure to fulfil duties correctly may lead to poor decision making, which will have a significant financial and reputational impact on the Council and its partners
Uses a high degree of discretion when dealing with customers, colleagues and others outside the council so as not to commit any breaches of confidentiality
It is the responsibility of the post holder to provide support to the Senior Public Health Technical Systems Development Officer to ensure that the quality and consistency of services are maintained at a high standard and value for money requirements are met.  

Decisions made by the post holder in their role will affect delivery and safety of services for customers.  It is essential that clinical governance and safety issues are escalated and quality standards remain high, the post holder will ensure that any concerns about performance and/or safety are addressed and reported as appropriate to the Nurse Consultant in Public Health and DPH.



	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)
· Description

Corporate Card


	Value

£2000



	8.
	WORK ENVIRONMENT 
Work demands

· The jobholder works to both proactive and reactive work throughout the year, with minimal supervision, to meet the demands of the department.
· The jobholder works to tight timescales and deals with conflicting demands, priorities and takes appropriate action to remedy issues as they arise.
· Much of the work is highly confidential in nature.

Physical demands

· Intense use of computer/VDU.

· Peripatetic working within the City of York and Yorkshire & Humber region, attendance at external events, sometimes involved in setting up and closing down stands at such events.

Working Conditions

· Normal office environment/home working, with the requirement to work flexibly from several locations as individual projects require.
· Occasional attendance at external meetings in the Region, and outside of normal office hours.
· Occasional off-site working at venues in relation to organisation and support of partnership meetings and events, including occasional customer contact.
Work context

· Due to the nature of the services there will be times when the post holder may have to respond to and manage distressing and difficult telephone and face to face conversations.



	9.


	KNOWLEDGE & SKILLS

Knowledge (Qualifications)
 Skills
· Project management qualification or relevant experience of delivering multiple complex projects.
· Educated to degree level or equivalent level of experience within a local authority public health environment and evidence of continuing professional development.

· Awareness of local authority governance arrangements processes and procedures. 

· Excellent oral and written communication skills. 

· Excellent negotiation and influencing skills when dealing with colleagues and external contractors/agencies. 
· Experience of effective partnership working. 
· Experience to lead and motivate others 
· Excellent organisational and time management skills with the ability to manage multiple and conflicting priorities and deadlines under pressure.
· Be able to work effectively as part of a team.

· Ability to work alone and in a line management capacity
· Experience of developing projects, setting targets, monitoring performance against agreed objectives
· Have experience in organising complex information

· Be able to work effectively and support subject specialists.

· Have the ability to collect, manage and use statistical and financial information effectively, as well as work in partnership with technical specialists such as the data hub.

· Have the ability to arrange and facilitate meetings effectively. 

· Excellent and demonstrable IT skills, including Access, Excel and Word with practical experience of creating and developing spreadsheets, databases or equivalent.

· Experience of supporting and developing IT systems.

· Experience to use computers systems to store and manipulate complex data sets. This should include the use of complex spreadsheets, systems and databases.
· Experience of interpreting, preparing and presenting reports in an easy and understood way to a mixed audience. 
· Excellent presentation skills, which may involve complex, sensitive and contentious information to relevant stakeholders.  
· Solving problems and analysing complex issues, drawing upon information available and seeking out additional information where necessary. 
· Able to work in a systematic way to analyse and plan projects. 

· Able to work with a range of stakeholders to negotiate and influence in order to achieve the desired project outcomes.  

· Able to work with sensitive information in a confidential manner.

· Persuasive and able to influence and align others towards a common purpose to empower and inspire people to achieve project success, enabling the project to succeed.

· Able to work alongside technical experts who input into and determine the direction of the project, whilst being able to maintain overall management of the project.
· Experience of developing and managing quality assurance systems and processes.

· Have experience of developing appropriate performance management tools.

Knowledge

· Have knowledge of the remit of public health and public health services.

· Have an understanding of contract management and compliance with procurement procedure.

· Knowledge of the principles and practices involved in undertaking needs analysis and commissioning.

· An understanding of Project or programme management.
· An understanding of, and rigorous adherence to, Information Governance, Data Protection and confidentiality requirements.
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level B2 - Vantage or upper intermediate - Can adjust to the changes of direction, style and emphasis normally found in conversation or Can produce stretches of language with a fairly even tempo; although he/she can be hesitant as he or she searches for patterns and expressions, there are few noticeably long pauses


	10.
	Position of Job in Organisation Structure
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