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JOB DESCRIPTION

REGENERATION AND NEIGHBOURHOODS
JOB TITLE:
Townscape Heritage Project Officer
DIVISION:
Heritage and Countryside
GRADE:


Band 12 
RESPONSIBLE TO:
Heritage and Countryside Manager
POST REFERENCE: 
106920
Purpose of Post

Deliver the Church Street Townscape Heritage (TH) Scheme in accordance with the Townscape Heritage delivery plan, the Conservation Area Management Plan and the Hartlepool Regeneration Masterplan.  To include successful delivery of a range of projects including grants to property owners and tenants for works to their properties, public realm improvements, and complementary promotional, educational, training and interpretation activities and initiatives.
Key Relationships

The post will be responsible to the Heritage and Countryside Manager.  Key relationships will also include HBC Planning Services, HBC Economic Regeneration Service, HBC Building Design and Construction and relevant external agencies.
Main Duties and Responsibilities (Development Phase)
1. Be the principal lead for the TH Project and associated works.  This will include preparation of grant application forms, contracts, consultation arrangements, budget management systems and all other documentation such as promotional materials to enable the TH scheme to operate.
2. To establish and implement effective budget and information management and monitoring systems to fulfil the requirements of the Council, HLF and other partners, to ensure the expenditure, outcomes and targets of the TH are achieved and can be monitored and evaluated.
3. Manage the grant case-load against available partnership funding, including setting priorities to ensure both financial and programme commitments are met in achieving the action plan and overall programme targets and outputs.  This will include:
· Promotion of the scheme to potential applicants and other stakeholders;
· Responsibility for the overall and day to day financial administration, control and accountability of all aspects of the project;

· Assessing the appropriateness of schemes for repair, refurbishment or reuse put forward by applicants for TH grant in the context of the architectural and historic interest of their building;

· Negotiate the content and quality of applications for grant assistance and assisting applicants through the application process including advising on requirements for, and the gaining of, all relevant consents;

· Monitoring works on site and direct liaison with professional agents, contractors, funding partners and stakeholders in ensuring compliance with grant conditions, the use of suitable methods for executing works to historic buildings and the implementation of the work to appropriately standards,

· The processing of claims for grant payment to meet all financial, audit and other requirements of all funders contributing to the TH Scheme.

4. Deliver the proposals for public realm enhancements within the project area.

5. Review and monitor the implementation of the scheme to ensure it is delivered in a timely manner and collect appropriate data in order to assess the impact of the scheme and feed into the production of monthly reports, quarterly returns and revised action plans.
6. To publicise and promote the TH scheme including collaboration, liaison and consultation with other Council officers and services, partners and the local community to provide a co-ordinated approach to the delivery of the TH and the area’s regeneration.

7. Effectively apply risk management principles to project delivery to allow appropriate allocation and management of risk by the Council and its partners.
8. To investigate and prepare complimentary applications for grant-aided schemes to grant-aiding authorities in accordance with the action plan, including environmental improvements, education and training initiatives.
9. To prepare reports and present them at Committee, or any other Council meeting and to external bodies/stakeholders as appropriate.

10. To establish and maintain good working relationships with all relevant organisations within and outside the Borough and to represent the Council’s interests as appropriate on projects and initiatives related to the TH Scheme.

11. Promote initiatives for the on-going management and maintenance of the area, including liaising with other Council officers and services, other agencies and organisations as appropriate, property owners and occupiers, to ensure the outcomes of the TH are sustained into the future.

12. To involve and liaise with community and business groups and representatives of the general public as an integral part of the development and delivery of the TH scheme.  To organise or co-ordinate educational, training and interpretation activities within the TH area, including the organising and participating in public meetings, events and exhibitions, and the preparation of publicity and interpretive material as appropriate.
13. Any other duties of a related nature which might reasonably be required or allocated by the Heritage & Countryside Manager.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date: November 2019
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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Hartlepool Borough Councilis an equal opportunities employer.
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