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Job Description

Job title:		 	 Project Officer
Responsible to: 		Chief Officer
Strategic relationships: 	Senior managers and staff at HIVE Portsmouth, Pride in Place Chairs, Neighbourhood board members, and Portsmouth City Council staff.
Hours of work: 	37 hours per week, with additional hours as required, although these are not expected to be excessive. 

The role will normally be based four days per week at HIVE Portsmouth and one day per week supporting Pride in Place Boards in Paulsgrove and Landport. 
Purpose of the post:	To support the planning, coordination, delivery and reporting of HIVE project activity, including Pride in Place, ensuring projects are delivered effectively, on time, and in line with agreed priorities, governance arrangements and funding requirements.
The Project Officer will act as a key link between operational staff, partners and governance structures, helping to turn strategic priorities into practical action.
Salary: 				£27,583
This post is subject to a satisfactory basic DBS check.
Duties and responsibilities
1. Project delivery and coordination
· Provide full project management support across all HIVE Portsmouth projects, including Pride in Place.

· Translate agreed priorities into clear delivery plans, milestones and achievable outcomes.

· Develop and maintain project plans, timelines, risk registers, action logs and reporting systems.

· Monitor progress against milestones, outputs and outcomes, and identify risks, barriers, dependencies and opportunities.

· Work closely with Pride in Place Chairs, Neighbourhood board members, HIVE Portsmouth staff and Portsmouth City Council colleagues to coordinate delivery and maintain strong partnership working.

· Support meetings, workshops and engagement activity by preparing papers, coordinating actions and following up agreed next steps.

· Contribute to identifying new opportunities, funding requirements and partnership activity that strengthen delivery and community impact.

· Manage admin, bookings and memberships for HIVE co-working hubs in partnership with IncuHive. 
2. Performance, reporting and resources
· Lead the collection, analysis and presentation of project performance information so that progress and impact can be clearly evidenced.

· Produce high-quality reports, dashboards, briefings and updates for boards, senior leaders, funders and partners, tailored to different audiences.

· Monitor delivery against agreed outcomes and funding conditions. Escalate issues or risks through the appropriate governance routes.

· Support the monitoring of project budgets and resources, working with relevant colleagues to ensure expenditure is tracked and reported accurately.

· Maintain accurate project documentation and records in line with organisational procedures, funding requirements and data protection policies and expectations.

· Work with the Governance Support Officer to ensure project updates are reflected in board reporting and papers where required.
3. Partnership and stakeholder engagement
· Build and maintain effective working relationships with residents, partners, voluntary and community organisations, public sector agencies and other stakeholders involved in neighbourhood and city-wide delivery.

· Act as a key point of coordination between Pride in Place Neighbourhood Boards and HIVE Portsmouth, supporting joined-up communication and collaborative ways of working.

· Represent the partnership at meetings and events as required, promoting the shared aims, values and priorities of both organisations professionally.
4. Health and Safety
· To be the lead on Health and Safety requirements ensuring compliance with legislation, ensuring all projects are delivered in line with relevant policies, procedures, governance arrangements and funding conditions across both organisations.

· To ensure routine health and safety checks are completed and documented accurately across all premises.

· Support compliance with health and safety requirements, ensuring relevant risks are identified and managed within project planning, delivery, meetings and events.

· Maintain accurate and secure records, ensuring confidentiality and compliance with the UK General Data Protection Regulation (GDPR) and other relevant legislation.
5. General
· Provide general day to day IT support as required. 

· Work flexibly, recognising the shared nature of the post and the need to respond to changing priorities, timescales and community wishes.

· Contribute positively to a collaborative culture, maintaining effective communication and professional relationships across teams, boards and partners.

· Undertake any other duties, appropriate to the level of the post, which may reasonably be required to support successful delivery for Pride in Place Neighbourhood Boards and HIVE Portsmouth.
HIVE Portsmouth brings people together to build a happier, healthier and more connected city.
HIVE Portsmouth is a registered charity in England and Wales (1189067), and a company limited by guarantee registered in England and Wales (12064936).
Key skills
Essential
· Strong organisational and planning skills, with the ability to coordinate multiple tasks, priorities and deadlines effectively.

· Ability to develop and maintain clear project plans, action trackers, risk logs and other delivery documentation.

· Strong written and verbal communication skills, with the ability to prepare clear reports, briefings and updates for a range of audiences.

· Confidence in building positive working relationships and working collaboratively with partners, colleagues, residents and stakeholders.

· Ability to collect, monitor and present performance information accurately and in a meaningful way.

· Ability to work independently, use initiative and respond flexibly to changing priorities.

· Good digital and administrative skills, including the ability to maintain accurate records and documentation.

· Understanding of the importance of confidentiality, data protection and compliance within project delivery.
Desirable
· Knowledge of community development, neighbourhood working or place-based approaches.

· Awareness of governance, funding and reporting requirements within charity, public sector or partnership settings.

· Understanding of health and safety responsibilities in relation to projects, meetings, events or community venues.
Key experience
Essential
· Experience of coordinating or supporting the delivery of projects, programmes or initiatives.

· Experience of monitoring progress, maintaining records and producing reports or updates for managers, boards, funders or partners.
· Experience of working with a range of stakeholders and building effective working relationships across teams or organisations.

· Experience of supporting meetings, coordinating actions and following up agreed next steps.

· Experience of handling information accurately and maintaining organised systems and documentation.
Desirable
· Experience of working in the voluntary, community, public sector or partnership environment.

· Experience of supporting community-based, neighbourhood or place-based programmes.

· Experience of supporting compliance, governance, budget monitoring or funded programme requirements.
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