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Project Officer
Job Description - Template
Job Details

Job Title:
Project Officer

Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Project Officer provides administrative support to the Project Manager, acting independently to resolve day-to-day issues. The post holder also acts as the first point of contact for project enquiries, maintains project documentation and resources and assists the project manager in project planning.

Duties and Responsibilities

The main duties and responsibilities of the post holder will be:

1. Supports all aspects of initiating and managing project(s) including:

· Working with the Project Manager to set up and maintain project files.

· Working with the Project Manager to ensure the production of the required products

· Controlling the receipt, identification, storage and issue of all project products

· Providing information and answering queries on the status of all products

· Developing and preparing project plans in conjunction with the project team as requested by the Project Manager

· Contributing to the identification and analysis of project risks. 

· Following up with the appropriate persons any actions required.

· Providing feedback on project progress as and when required.

· Undertake surveys related to the project.
2.
Identifies where the projects are not managed according to the organisation’s adopted standard methodology (Prince 2 or authorised derivatives) and advises corrective action.

3.
Works with the Project Manager to ensure that organisation and National standards, policies and procedures are complied with. 

4.
Draft project documentation as directed by the Project Manager including:

· Contributes to the development the Project Initiation Document (PID).

· Analysing and reporting on departures from the PID

· Aid in the preparation of lessons learned reports.

· Facilitate the preparation of the end of project report

· Preparation of specific option appraisals

· Contributions for business cases

5.
Develops aspects of specifications to be used in any tendering process for services and/or equipment.

6.
Prepares progress reports and financial monitoring information for internal purposes and for the National IHC programme on an agreed, regular basis; 

7.
Undertakes financial management and monitoring for the project(s); including:

· Day-to-day budget management duties including administering and monitoring project budget

· Approval of minor project expenditure

8.
Communicates effectively with appropriate staff at all levels within the organisation at all stages of the project(s) including cross-project communication

9.
Supports the implementation of procedural changes within the department.

10.
Liaise with other organisation departments to co-ordinate the internal resources needed during the implementation of each project.

11.
Liaise with people external to the organisation e.g. staff from other NHS organisations, contractors or members of staff from external organisations involved in specific projects.

12.
Maintain an awareness of the IT and IT-related technology which the organisation uses in providing services to its clinical and administrative users.

13.
Attend project meetings as required.

14.
Maintains a comprehensive Project File for all documented material associated with each project that the Section administers.

15.
Maintain awareness of all relevant organisation Policies, Procedures, Plans and strategies

16.
Participate in the organisation’s Individual Performance Review (IPR) and Personal Development Planning (PDP) schemes.

General

Health and Safety

All employees of the organisation have a statutory duty of care of their own personal safety and that of others who may be affected by their acts and omissions.  Employees are required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment.

Flexibility

The content of the Job Description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities.  The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.

Equal opportunities

The post holder must at all times carry out his/her responsibilities with due regard to the organisation’s Equal Opportunities Policy.

Confidentiality:

All employees are required to ensure that confidentiality and security of information is maintained at all times.

Performance review

Overall performance will be formally assessed and reviewed regularly, with additional informal assessment taking place as necessary.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	Education to A-level/Diploma level or equivalent relevant experience.

Prince 2 Foundation qualification
	Prince 2 practitioner

Evidence of further development education/training

ECDL qualified
	Application form

	Personal qualities
	Flexible.

Ability to work in a team, and ability to work to deadlines with minimal supervision.

Willingness to learn

Punctual

Access to transport to move freely between organisation sites

Ability to occasionally work out-side normal office hours
	Self motivated & enthusiastic person.
	Interview

	Experience
	Exposure to formal project management methodologies

Experience of undertaking administrative duties
	Experience of administering projects.

Previous experience of using a Project Management Methodology.

Working with staff at Director level

Experience of recording and monitoring financial information.
	Application form and interview

	Skills and knowledge
	Good organisational skills, and the ability to identify priorities

Good written and oral communications skills.

Good minute taking and drafting skills

Good keyboard skills

Knowledge of the use of specialist Project Management IT systems

Knowledge of Microsoft Office products
	NHS systems and standards

NHS Organisational arrangements and 

Informing Healthcare
	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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