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REGENERATION AND ENVIRONMENT
PERSON SPECIFICATION

POST TITLE:

Graduate Project Support Officer

GRADE:


Band 6

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Appropriate professional qualification or relevant degree

	· Project Management Degree/Accreditation
	· Application form

· Certificates

	Work Experience


	· Experience of supporting programme/project planning and monitoring
· Experience of working with stakeholders, suppliers and other partners outside the organisation
· Experience of data analysis of complex data sets


	· Experience of supporting the delivery of programmes and projects within a large and diverse organisation

· Experience of working in a political environment 

· Able to analyse and present information
· Experience of monitoring budgets

	· Application form

· Interview

· References

· Presentation



	Knowledge/

Skills/

Aptitudes


	· Knowledge and understanding of project and change management 

· Excellent communication and interpersonal skills (written and verbal)

· Good IT skills, including MS Office

· Able to formulate reports and present them orally and in writing 
· Able to prioritise and manage multiple workstreams


	· Knowledge of project management tools and methodologies 
	· Interview
· References

· Presentation



	Disposition


	· Reliable and well organised

· High performing and motivated team player

· A professional approach 

· Able to develop good relationships at all levels

· Trustworthy, specifically relating to maintaining confidentiality
· Able to learn from self-evaluation
· An enthusiastic approach and a commitment to delivering exceptional services
· Commitment to continuous professional development
· Flexible approach to work
· Committed to the principles of equality and diversity


	· Able to keep a clear focus on the task and to deliver to agreed timescales
	· Interview
· References



	Circumstances


	· Baseline security clearance

	
	· Basic check




Graduate Project Support Officer PS – 27.09.21

