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	Job Title:
	Project Officer (Get Suffolk Working)

	
	Service Area:
	Active Suffolk

	
	Team:
	Active Suffolk

	
	Salary:
	Band 4 (SCP 12 to 17)



Job Description 


Main Purpose of Job:
Working with a wide range of partners and sectors, to reduce health inequalities to employability by supporting organisations to advocate for physical activity and moving more.  Facilitate and coordinate a programme linking employment services, health partners and local delivery partners to address health barriers for people seeking employment.  


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 develop and deliver a training and support programme for staff in partner organisations within the employment sector to enable them to have positive conversations with clients about physical activity.  

2. To build relationships with and work collaboratively with key stakeholders, relevant partners and agencies to ensure effective joint working on the delivery of the project.
3. Develop and co-ordinate resources to support signposting to local physical activity opportunities.  
4. Taking responsibility for the organisation, planning, development and implementation of specific work streams as required ensuring appropriate projects areas are delivered within agreed budgetary parameters.

5. Ensure learning from such projects is embedded in the wider work of Active Suffolk and its partner organisations, facilitating briefings / workshops as required.
6. Work with key partners to engage inactive people and other key target groups with low participation levels. 

7. Ensure all activities are monitored and evaluated in accordance with requirements of the funding parties

8. Ensure Active Suffolk programmes are marketed to stakeholders and the general public, making use of all relevant and appropriate marketing platforms including social media and events.

9. Represent Active Suffolk at relevant meetings, seminars, conferences and forums.
10. Support the Active Suffolk Leadership Team with the delivery of other partnership projects, events and programmes.
11. Dress and prepare venues to be used for promotional events as required, including the movement and set up of equipment.
12. Take a committed approach to diversity and translate this into an equitable and inclusive approach when working with all partners, stakeholders and investors.
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:  Development Officer (Workforce)

Note: This is a description of the job as it is constituted at (May 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the 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 reserve the right to insist on changes to the Job Description after consultation with the postholder.

Personal Specification
	
	Essential
	Desirable

	Knowledge and Experience:
	· An understanding of the barriers to participation in physical activity
· Experience of partnership working
· Experience of delivering projects to agreed budgets.

· A thorough understanding of the health benefits of a physically active lifestyle and the ability to convey this to others.

· Experience of community engagement / development particularly in relation to those experiencing greatest inequalities

	· Awareness of behaviour change models and their implementation.
· An understanding of the structure and organisations in the employment support sector. 


	Skills and Abilities:

	· Excellent communication and inter-personal skills.
· Good planning, organisation and administration skills, with the ability to meet deadlines. 
· Ability to apply research data into meaningful insight in developing programme and projects.

· Ability to use data to monitor and evaluate projects.
· Project management skills.
· Be self motivated and have the ability to work on own initiative, taking decisions within set parameters without immediate reference to supervision.
· Able to operate effectively in a team.  

· Ability to adopt a flexible approach to meet the different needs of stakeholders and to accommodate change. 

· Ability to work with both professionals and volunteers.

	· Ability to write and present reports. 
· Ability to use IT to develop resources and marketing. 


	Education and Training:
	· A proven track record of achievement within physical activity / health & wellbeing or another relevant field
· Minimum of 5 GCSEs at grade C/4 or above or equivalent, including Maths and English
	· Degree Level Education in a related subject area.

· CIMSPA membership.

· Experience of project delivery

	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
· Be able to travel to business meetings at other sites / locations within the county on a regular basis. 
· To promote and adhere to the workplace values of our organisations.
· Subject to a Disclosure and Barring (DBS) check if required.
· Willingness to work flexibly, including some unsocial hours, evenings and weekends.
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