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This job and person profile is the one you will aspire to during your apprenticeship


	Job details

	Job title
	Connect to Work Project Officer 

	Job Reference
	23805

	Grade 
	Grade 4 
This role includes performance related pay progression

	Service and Team
	Suffolk Economy, Skills Team

	Location
	Endeavour House, 8 Russell Road, Ipswich, Suffolk IP1 2BX – Hybrid working

	Hours per week
	37

	Status
	Fixed Term or Secondment for 23 months (apprenticeship)

	This role may offer the following flexible working options

	· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· 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


The Project Officer will support the effective delivery of the Connect to Work Programme across Suffolk.

The role will help ensure services meet Provider Assurance, Fidelity requirements, deliver positive outcomes for participants, and maintain high standards of governance, delivery and data integrity.

	[bookmark: _Hlk34906451]About the team 


Connect to Work sits within Suffolk County Council’s Skills Team, which leads programmes that strengthen Suffolk’s economy by helping residents develop skills, confidence and pathways into sustainable employment. 

The programme supports people with disabilities, long-term health conditions and complex barriers using recognised Supported Employment principles. You will join a collaborative and improvement‑focused team committed to achieving excellent outcomes for local people.

	What you will be expected to deliver in the role



Day to day tasks may include:

Quality Assurance & Compliance
· Support the implementation and development of the programme’s Fidelity Quality Assurance Framework. 
· Monitor delivery with contractual, regulatory, and organisational requirements. 
· Conduct regular Fidelity audits, case reviews, and process checks. 
· Ensure adherence to policies including safeguarding, equality, diversity and inclusion, GDPR, and health & safety. 
· Maintain accurate Quality Assurance records and evidence for internal and external audit. 
Performance & Continuous Improvement
· Work with delivery partners to implement quality improvement plans. 
· Support the preparation for external inspections, Provider Assurance audits, and funder reviews. 
· Contribute to the development of standard operating procedures and guidance. 
· Promote a culture of learning and best practice across the partnership. 
Partnership & Stakeholder Support
· Liaise with delivery partners and stakeholders to embed quality standards. 
· Provide guidance and training to staff on Fidelity processes and compliance requirements. 
· Support partnership meetings by preparing reports, dashboards, and updates. 
· Act as a point of contact for quality and compliance queries. 
Data & Reporting
· Produce regular Quality Assurance and Fidelity reports for senior management and funders. 
· Support risk management and issue tracking processes. 

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies 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. Relevant qualification at Level 4 or equivalent level of knowledge and experience.
2. Evidence of continuing professional development 

Values and personal qualities
3. Demonstrates a passion for making a positive difference for Suffolk.
4. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
5. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
6. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
7. Brings creativity into their work through innovation and openness to change.
8. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience
9. Good planning skills to ensure milestones and deadlines are met. 
10. Knowledge of data protection and information sharing in the workplace.
11. Knowledge of safeguarding, Prevent and MAPPA practice and procedures.
12. Ability to work collaboratively with colleagues from a wide range of professional disciplines.
13. Ability to provide written material through reports and correspondence clearly and coherently and standards of literacy to understand and critically analyse complex written material. 
14. Negotiation, innovation and creativity.
15. Standards of numeracy that enable understanding for work with statistical information. 
16. Ability to solve complex problems, working cooperatively with other relevant staff. 
17. Ability to adopt a collaborative approach through effective partnership working. 
18. Good standard of literacy and numeracy.
19. Good standard of digital literacy

Additional requirements 
20. To work in a variety of locations across Suffolk


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.


	Travel requirements



Infrequent travel - We encourage technology for communication. Sometimes you may need to travel. If you have a disability, talk to the contact in the advert. They can help you with reasonable adjustments for this role

	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]

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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