THAMES GATEWAY SOUTH ESSEX PARTNERSHIP

JOB TITLE:
Parklands and Greengrid Monitoring and Admin Officer

FIXED TERM (Initially to 31 March 2010)

Part-time (15 hours per week)

REPORTING TO:
Parklands Programme Manager

SALARY RANGE:
£16,000 - £18,000 (pro rata)
PURPOSE OF JOB:


· Support the monitoring of the Programme  Delivery of the five Parklands-funded projects in South Essex 

· Input data received from partner organisations into the Greengrid Action Plan database working with the Parklands Programme Manager.

· Coordinate the Agendas, Minutes and administration for the Greengrid Network and the Parklands Delivery Board.

· Liaise with a wide range of partners, both local and national including the Homes and Communities Agency(HCA)
· Support the Parklands Programme Manager on various Parklands/Greengrid outputs
· Be a member of the TGSE in house partnership team

KEY RESPONSIBILITIES:

1.  To work closely with the Parklands Programme Manager, providing administrative support in the coordination of the delivery of the five Parklands projects in South Essex.
2. Regular liaison with the lead delivery organisations, monitoring progress against project plans, expenditure, outputs and milestones for each project. 
3. Submit monthly monitoring reports to HCA and process financial claims for submission to HCA, receiving financial claims from the partners, filling out a claims form, checking for accuracy and transferring the information to the HCA Portal.  

4. Support the delivery of the projects identified in the Greengrid Action Plan  through the Greengrid, working with the Parklands Programme Manager as required. 

5. Provide the secretariat for the Greengrid Partnership meetings.
6. Process any enquiries from Greengrid partners, developers and the public.
7. Adhere to TGSEP processes and procedures at all times.

8. Carry out all other reasonable requests made by the Parklands Programme Manager.

KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

Qualifications, knowledge and experience
      1. Experience in using IT based project management monitoring tools, ability to meet tight time and budgetary deadlines and prepare monitoring reports.
2.  Excellent IT skills including Word, Excel, project management tools, updating websites. Working knowledge of GIS desirable.
3. Partnership co-ordination and administration.

4. Interest in environmental issues.
Interpersonal and communication skills

1. Excellent communication skills, both written and verbal.
      2. Demonstrates secretariat skills appropriate to the role. 
3. Appears knowledgeable, confident and approachable.
4. Ability to communicate effectively with a wide range of people.
Working in partnership

1. Develops trust with partners, regularly monitors progress and outcomes.
Personal effectiveness and self-development

 1. Well organised,  working  methodically with attention to detail, maintaining and updating a central database.. 
2. Capable of prioritising and managing a varied workload.
3. Self-motivated and able to work on own initiative. Ability to anticipate issues and their impact on workload and role.

      4. Ability to use sound judgement and problem solving skills when required.

       5. Adaptable, receptive to new ideas and willing and able to adjust to new demands and circumstances.
LOCATION FOR THE POST

TGSE Partnership offices, located at Castle Point Borough Council offices, Kiln Rd, Thundersley, Essex
MANAGEMENT OF THE POST

The post will be line-managed by the Parklands Programme Manager.

The post will also be subject to Joint Steering Meetings with the Parklands Programme Manager and the Deputy Director of Tames Gateway South Essex Partnership.
TIMESCALE 

Initially this part time post will be in place from September 2009 to March 31st 2010.  

It is hoped that agreement can be made for a part -time post from September 2009 to April 2011
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