

BRADFORD DISTRICT CARE TRUST

Job Description

Job Title:
Project Officer:  (Agenda for Change, performance monitoring/modernisation)

Reports to:


Project Manager (Agenda for Change)

Duration of Post:
Student Secondment Managed through Mike Potter Associates

Date:



June 2005

Department/Function:
Personnel and Development

	-

-
	Job Purpose

To provide support to the Project Manager in the Implementation of Agenda for Change

To be responsible for the completion of sub-projects within the Implementation of Agenda for Change

Mission Statement

Putting you at the heart of everything we do 

  Our Mission Statement 
Our purpose is to provide mental health and learning disabilities services that meet the assessed needs of our diverse communities.

As we learn to do so we endeavour to ensure that services: 

Are locally led whilst reflecting national priorities 

Integrate across health & social care 

Provide best value for money 

Continuously develop & improve 

Fully engage the people who use & come into contact with them 
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	Main Roles

Undertake discreet pre-determined pieces of work for the Agenda for Change Project. This could include analysing papers and reports for the various subgroups in operation.

Keep the Project Manager and stakeholders up-to-date with the national picture on Agenda for Change, including amendments to the proposed agreement and timetable for Implementation

Provide Administrative support to the Sub-groups as needed, including taking minutes, checking accuracy, following up action points and auditing progress against agreed action plans

Undertake administrative duties

Initiate and follow through updates to the Project Groups

Set up, monitor and engage in auditing administrative systems for the Project

Support the Job Evaluation Administrator in monitoring the progress of the Job Evaluation Exercise, dealing with day to day queries from the Job Evaluation Administrator.

Represent the Project Manager at meetings about Agenda for Change both internally and externally of the Trust

Be able to provide basic advice regarding the Agenda for Change Terms and Conditions to individuals around the Trust.

Presenting information and training on Agenda for Change to groups within the Trust

Supporting the communication of information about Agenda for Change internally and externally of the Trust

Supporting the Project Manager with development and dissemination of HR policies, including the review of existing policies.


Working as Part of a Team

· Work with all stakeholders to the Project, Project Manager, Directors, Agenda for Change Directorate Leads, Subgroup Chairs and Members, Staff Side representatives and others.

· The Project Officer will report directly to the Project Manager on all aspects of Agenda for Change.

· Work closely with the Job Evaluation Administrator.

· Comply with Policies and Procedures of Bradford District Care Trust.

· Actively work to develop and maintain positive relationships with people, including managers and Staff Side within the Directorate of BDCT.

· Provide cover and support to members of the Agenda for Change Project team as required.

Managing Self

· Work autonomously under the direction of the Project Manager.

· Plan and prioritise own workload to meet deadlines.

· Project Officer will be expected to work on sub- projects to defined aims with regular access to the Project Manager.

· Project Officer will determine the best way to complete sub projects in line with guidance from the Project Manager, and any input from the various groups to the Project.

· Attend all mandatory training.

· Pay regard to effective and efficient use of all resources to the Project.

· Participate in regular Management supervision and the Trust Review of Achievement and Development.

Special Features

· Identify and research sources of information to the Project.

· Scan the horizon linked to Agenda for Change, regularly visit inform action points on Agenda for Change with a view to identifying how this would impact on current process in the Trust and the implementation plan within BDCT.

· Work with the Job Evaluation Administrator to provide information to the Project on the Job Evaluation System.

· Support the Project Manager in keeping the Project within nationally defined timescales.

· Alert the Project Manager to difficulties encountered in completing key tasks.

BRADFORD DISTRICT CARE TRUST


Personal Specification

Job Title:
Project Officer


Location:
Personnel & Development

	Attributes
	Essential
	Desirable
	How Identified

	Qualification
	Educated to an ‘A’ level or equivalent experience
	A recognised professional or managerial qualification
	Application Form

	Experience


	· Working without supervision

· Working in a large, complex Organisation

· In depth knowledge of Agenda for Change

· Managing others

· Knowledge of key aspects of personnel procedures and employment law


	NHS/Local Authority experience

· Project Management

· Delivering training


	Application Form

Interview

Exercise



	Practical and Intellectual Skills
	I.T Literate

Problem solving

Good Communication skills both verbal and written

Presentation skills

Good analytical skills

Well organised and focussed

Solution orientated organisation

Creative and innovative
	Leadership skills

Negotiation skills
	Application Form

Interview

Exercise



	Training
	Willingness to undertake any training identified for the role.


	
	

	Disposition/ Adjustment/ Attitude
	Able to cope with high volume workloads and prioritise work appropriately
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