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CHILDREN, ADULTS AND HEALTH 
 

JOB DESCRIPTION 
 
 
POST TITLE:  Digital and ICT Project Support Officer  
 
GRADE:   Band 6  
 
RESPONSIBLE TO: Digital and ICT Project Officer  
 
 
Overall Objectives of the Post: 
 
Adults and Integrated Care are keen to support the development of new digital and ICT solutions 
which will improve outcomes for the people of South Tyneside.  This work will include the 
integration of healthcare related systems and data sources with Health Information Exchanges 
(HIEs). 
 
The role of Project Support Officer is to assist the Project Officer to manage a range of Digital and 
ICT projects including the Health Information Exchange Project. This will include working with 
services to operationalise the information governance toolkit that will support the sharing of 
information. 
 
Key Tasks of the Post: 

 
1. You will be responsible for all aspects of project support to ensure the successful delivery 

of Digital and ICT Projects. You will: 

 Assist the Project Officer to develop and implement operational project plans to meet the 
delivery of a range of project including the Health Information Exchange Project. 

 Support the Project Officer to undertake the writing of reports whilst ensuring that regular 
reporting arrangements are in place to keep colleagues, key stakeholders and the Adults and 
Integrated Care Change programme informed of progress. 

 Lead individual project elements as directed by the Project Officer within the pay grade, 
including undertaking project research as appropriate. 

 Support the use of business management tools and co-ordinate resources and individual budgets 
effectively, ensuring that project documentation is prepared and shared in accordance with 
project timetables and deadlines. 

 Be accountable for the coordination of all project documentation, including effective record 
keeping and version control. 

 Assist with an effective change control process, consulting with key stakeholders as necessary 

and reviewing project activities for compliance.  

 Carry out timely and accurate information analysis, reporting on agreed areas of portfolio and 

present findings in an agreed manner. 

 Take decisions on difficult issues where there may be a number of courses of action.  

 Update and maintain databases and or spreadsheets relevant to your portfolio. 
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 Work across professional boundaries to build strong relationships, ensuring clear and effective 
channels of communication are developed and maintained with colleagues and other 
stakeholders from a wide variety of partner organisations. 

 Organise, plan and attend meetings and conferences as requested, involving internal colleagues 

and other stakeholders, including the creation of agendas and taking and distribution of 

minutes. 

 Understand the current policy direction and be responsible for translation of policy into local 

context and operational perspective, in order to support the implement of legislation and 

guidance into local priorities. 

 Maintain administrative and information resources appropriate to your role. 

 

2. You will ensure that all data and information is managed securely and in line with all 
internal and external requirements. You will: 

 Ensure that data privacy and information security are the primary consideration in all digital and 
ICT projects and service delivery. 

 Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all 
other relevant legislation and compliance standards, and internal policies and procedures.  

 
All employees have a responsibility to undertake training and development as required.  They also 
have a responsibility to assist, where appropriate and necessary, with the training and development 
of fellow employees. 

All employees have a responsibility of care for their own and others’ health and safety. 

The above list is not exhaustive and other duties may be attached to the post from time to time.  
Variation may also occur to the duties and responsibilities without changing the general character 
of the post. 

 
Reference: PH/CL 
 
Date:  30.08.19 
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