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	Job details

	Job title
	Project Support Officer

	Job Reference
	21987

	Grade and Salary
	5 - £34,434 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Suffolk Fire and Rescue Service, Project Management Office

	Location
	Endeavour House, Russell Road, Ipswich, Suffolk, IP1 2BX – Hybrid 

	Hours per week
	37

	Status
	Permanent 

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)




	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


We're seeking a proactive Project Support Officer to join our team the Project Management office (PMO) Team. You'll play a central role in administering projects and ensuring they are well-supported and championed. Your efforts will be key to controlling and tracking cost, quality, plan, time, and benefits realisation, by ensuring every project meets our high standards.

You'll provide essential administrative and learning support to the project leads and the wider service involved in delivering projects. This ensures our projects are effectively specified, efficiently managed, and successfully implemented from start to finish.
This role also offers exciting flexibility as a project resource for Service transformation projects and other critical initiatives. 

The role will provide, where necessary, additional capacity for the planning and management of smaller information, business, and technical projects.
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Suffolk Fire and Rescue Service (SFRS) is a dynamic organisation focussed on improving team and community safety through constant improvement. The Project Management Office is key in understanding the resource requirements and priorities of the Service and ensuring that the many projects either planned or in progress can be delivered effectively and efficiently. The PMO will also provide the Service with assurance that project benefits have been realised and lead on lessons learned activities to ensure continuous improvement.

The Project Management Office is part of the Organisational Risk and Improvement team which also includes the Performance & Improvement Team, the Fire ICT Team and the Risk and Resilience Team. All these teams report to the Area Manager (Organisational Risk and Improvement) and then to the Deputy Chief Fire Officer.

	What you will be expected to deliver in the role


Day to day tasks may include:
· Assist the Programme Manager and the Project Managers in the successful implementation of the Project Management Office’s strategy, responsibilities, services and deliverables
· Support the Programme Manager and the Project Manager in monitoring and collating PMO related information and reports
· Support the provision and maintenance of capacity planning and resource tracking across SFRS
· Provide project management support to those leading on SFRS projects and priorities.
· To support small projects across SFRS including the financial, people, process, IT & business requirement implications
· Help define project requirements clearly and make sure documentation is recorded and completed with input from relevant stakeholders
· To work closely with project stakeholders across the organisation and where relevant externally, to bring about delivery of the project products
· Serve as the key link between the PMO and other services it interacts with.
· To ensure fair and honest reporting of workstream activities within project teams and their relevant boards
· Create or contribute to reports and briefings, which will provide managers with detailed information on project updates, priorities and progress.
· You'll play a part in improving our future projects by integrating lessons learned including ensuring benefits realised are fully applied. 

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team



Qualifications and professional memberships
1. Qualified to level 5 or equivalent knowledge and experience in a relevant area.
2. Project Management qualification or equivalent knowledge and experience.

Values and personal qualities
3. Modelling our WE ASPIRE values in all that we do.
4. Being an effective ambassador for Suffolk County Council services, acting in a professional manner and demonstrating integrity.
5. Taking responsibility for own personal growth and development, sharing what we learn with colleagues and being motivated to perform at our best. 
6. Making the most of our resources and technology, applying smart working, good time management and finding ways to improve and respond to changes.
7. Striving to resolve problems and achieve positive outcomes, influencing improvements for positive change. 
8. Communicating clearly with our customers being considerate to their needs and aspirations, taking responsibility and doing what we say we will do efficiently and effectively.
9. Working collaboratively as one team, building relationships with colleagues, partners, and a network of contacts to deliver the best outcomes, paying attention to customer satisfaction.
10. Ensuring value for money in providing a quality service. 

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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