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Role Profile – Part 1

	Job Title:

	Transformation Project Officer (Graduate Intern)

	Reference Number:
	UNI4/AC/411


	Salary:


	£18,000 - £24,000 depending on experience per annum pro rata

	Length of Contract:


	12 month 

	Working Hours:


	Full-time working hours

	Company: 

	Corporate Services, Sunderland City Council

	Location:


	Sunderland, Tyne and Wear

	Main Purpose of Role:

	To provide Project Office support to the Transformation Project Team and work as part of a wider Project Team to contribute to successful project delivery.
Main Duties and Responsibilities:

1. Provide day-to-day support to assist delivery of the transformational change programme of activity & projects 

2. Lead specific project deliverables
3. Assist with workshops and meetings including arranging; co-facilitating, capturing outputs and developing documentation
4. Undertake research and analyse information to enable recommendations to be based on qualitative and quantitative data
5. Record, manage and report on the progress of projects using excel and other bespoke databases
6. 6Undertake project specific activity such as process mapping and creating business process maps using appropriate software
7. Adaptable to work with new technologies and ways of working to aid in business improvement activities.
8. Ability to work remotely and be self-motivated.

Standard Requirements:
Comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information and respect the privacy of personal information held by the Council.

Comply with the principles and requirements of the Freedom of Information Act 2000

Comply with the Council’s information security standards, and requirements for the management and handling of information; Use Council information only for authorised purposes.

Carry out duties with full regard to the Council’s Equality policies, Code of Conduct and all other Council policies.

Comply with the Council’s Health and Safety policy, rules and regulations and with Health and Safety legislation.

Comply with the principles and requirements in relation to the management of Council records and information; respect the privacy and personal information held by the Council.


	Special Circumstances:
	Please note that all applicants must be able to show that they already have the legal right to work in the UK on an on-going basis. 


	Part 2A

Qualifications and Professional Memberships:

Key Knowledge and Expertise:
Work related circumstances:


	Essential:
· Experience of undertaking desktop and customer research using a variety of appropriate techniques

· Ability to analyse relevant and often complex data / processes to inform recommendations on improvements to the redesign of council services 
· Trained in project management techniques 

· Be able to communicate effectively verbally and in writing to share and obtain information

· To elicit data from multiple sources and collate to form a single view
· To deal with deadlines, interruptions and conflicting demands, managing time to reprioritise when appropriate and escalating when required

· Research innovative and emerging digital solutions to inform the redesign of council services.

· Able to work effectively within a busy team environment and self-motivated to work independently to timescales.

· Commitment to Equal opportunities

· Compliance with health and safety rules, regulations and legislation

· Ability to meet the travel requirements of the post (attend meetings at different buildings when required)
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