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	Job Title:
	Business Support Project Officer

	
	Service Area:
	Safe Suffolk Renters

	
	Team:
	Private Sector Housing

	
	Salary:
	Band 5 (SCP18 to 23)



Job Description

Main Purpose of Job:
[bookmark: _Hlk140476277]To support the Strategic Lead – Private Sector Housing, Operational Lead - Safe Suffolk Renters and other members of the Safe Suffolk Renters (SSR) Team to plan, inform and deliver service development and sustainment:

1. To identify and access data sources, collate information, and provide reports to assist in justifying service decisions.
2. To optimise system potential for all IT systems used by the team to deliver digital enhancement.
3. To review, update and enhance the Safe Suffolk Renters website in conjunction with team plans and lead on communications both internal and external.
4. To lead on organisation and delivery of events including the Annual landlord’s conference.
5. To support the preparation of project plans; monitor delivery; identify exception issues; liaise with partners; and support project board meetings to help ensure the smooth running of projects within the SSR programme.
6. To collate and present management, financial and performance information as required.
7. To support the SSR Team to provide effective and efficient technical and administrative service to all members of the team, service users and contractors:

Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To work with the Strategic Lead – Private Sector Housing and Operational Lead SSR on a range of projects including, but not exclusively:
· Tenant support
· Landlord information
· Data led intelligence reports
· Performance reporting
2. To be responsible for the SSR inbox and recording incoming service requests, prioritising and allocating to team members for action. Including carrying out triage and background intelligence gathering to provide populated case details to pass on to investigating staff.
3. To access and process data sources to provide clear concise reports to inform decisions relating to service development, including accessing Suffolk Observatory, BRE database, LIFT and Office of National Statistics.
4. To assist with the writing of bids for external funding sources as appropriate.
5. To produce and update project plans to facilitate project delivery.
6. To set up, run and record meetings to facilitate communication and project delivery with appropriate use of AI (Co-pilot).
7. To assist with the production of process diagrams to define and streamline delivery.
8. To carry out customer satisfaction reviews during or after completion and collate and report conclusions.
9. To be the primary point of contact for internal and external staff in relation to the general enquiries.
10. To research information and collate it into best practice guidance to inform project design and implementation as appropriate.
11. To deliver prompt and accurate financial support in raising orders and authorising payment of invoices.
12. To support training to all staff to ensure consistent use of systems and procedures.
13. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
14. To promote and adhere to the workplace values of our organisation.

Line Manager:		Operational Lead – Safe Suffolk Renters 
Responsible for:  	N/A

Political Restriction: 	This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (June 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Experience of identifying and implementing efficiencies to procedures and processes.
· Experience of working with other teams to implement change.
· Experience of producing reports and analysing the data from them to effect change.
· Knowledge of office systems.
· Working knowledge of MS Office.
· Minimum of 3 years’ experience in a related field which is customer facing.
· Knowledge of Council Policies, Standing Orders and Financial Regulations.
	· Knowledge of Uniform and Information at Work software.
· Experience of producing promotional work, updating website information, working with Canva software or similar, videography.
· Knowledge of private sector housing issues and law


	Skills and Abilities:

	· Team player
· Ability to analyse and solve problems.
· Clear precise written and oral communication skills
· Excellent level of IT skills.
· Excellent organisational skills and ability to organise data and information. 
· The ability to assess problems, identify solutions and to sensitively communicate options to colleagues and contractors.
· Ability to work under pressure and to tight deadlines. 
· Have energy and enthusiasm for taking on new and challenging tasks.
· Take responsibility for individual decisions.
· Act with integrity.
· Sensitivity to commercially confidential information.
	

	Education and Training
	· 5 GCSEs Grades at Grade C or above (or equivalent) including Maths and English.
· BTEC Higher National Certificate (HNC) in Business and Finance (or equivalent)
	· Project management qualification

	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.
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