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WEST LANCASHIRE BOROUGH COUNCIL

JOB DESCRIPTION
	Directorate:
	Leisure and Wellbeing Services 

	Job Title:
	Fixed Term Leisure Project Development Officer

	Grade:
	PO1

	Designated Line Manager:
	Leisure Projects Development Manager

	Purpose of Job:
· To support the development of Leisure, Wellbeing and Environmental projects to meet the priorities and key actions identified in the Councils Leisure Strategy;
· To support the delivery of the Council’s strategic aims and objectives by ensuring leisure services are delivered which create, enhance and promote opportunity for involvement in sport, recreation and physical activity by all sections of the West Lancashire community;
.


	Core tasks:

1. To provide project support to the Leisure Projects Development Manager and the Leisure Operations Manager relating to the development and delivery of new and improved Leisure & Wellbeing facilities and services and key environmental projects.
2. To lead on the delivery of specific projects as identified by the Leisure Projects Development Manager and the Leisure Operations Manager

3. To carry out research projects and collate data to support the Council in obtaining external grant aid to support the development and delivery of various capital and revenue projects.
4. To support the Leisure Projects Development Manager and the Leisure Operations Manager in producing and maintaining plans and documentation for various projects.
5. To support the preparation of reports to Council committees, corporate / service management teams, officer groups and organisations as required.
6. To provide support to the operation of the Leisure Procurement Project Team, Project Board and Cabinet Working Group meetings.

7. To liaise and work effectively with the members of the Project Team and wider Council Officers, ensuring roles, responsibilities and agreed actions are clearly communicated and understood at all times.
8. To work effectively with internal and external partners at all stages to ensure full corporate and partner involvement and commitment. 

9. To support and develop relationships with key partners and stakeholders  (voluntary, public & private sectors), ensuring awareness of current trends, practices and developments pertaining to the management and delivery of leisure, health and wellbeing facilities and interventions.

10. To support community, partner and stakeholder consultation to ensure that project plans reflect local need and priorities and to support funding and planning application processes. 

11. To support the Leisure Projects Development Manager and Leisure Operations Manager in working with the Corporate Communications team to ensure an ongoing communications strategy is in place.  
12. To work with key partners to design and develop projects to improve the health and wellbeing of residents utilising the Councils Leisure and Environmental assets
13. To form part of the Leisure & Wellbeing Management Team, and to work cross-departmentally to ensure that new and improved leisure services reflect the Councils Corporate Ambitions, and deliver social value. 



	This is a politically restricted post (see Section 2 Local Government and Housing Act 1989)

	Customer Care: To meet the Council’s Standards of Customer Care at all times.

Core Tasks: To undertake any other duties which may be required within the needs of the service that are commensurate with the grade.

Equal Opportunities: The Council is committed to achieving equality of opportunity both in the delivery of services to the community and its employment arrangements.  We expect all employees to understand and promote our policies in their work.

Health & Safety:  All employees have a responsibility for their own health & safety and that of others while undertaking their duties.  Employees have a general duty to assist the Council in implementing its general statement on health & safety policy.

Legislation: To comply with Data Protection legislation and all other relevant and applicable statutory legislation together with Council policies and procedures

Training & Development: To comply with the Council’s policies and practices relating to training and development, including a regular development appraisal.
The above duties and responsibilities do not include or define all tasks, which may be required to be undertaken by the post holder.  The duties and responsibilities may vary without changing the general character of the duties or the level of responsibility entailed.  These factors are reflected in the grading of the post.



	Prepared by:
	James Crowley – Leisure Projects Development Manager 
	Date:
	 10th June 2019

	Approved by:
	Simon Burnett  – Deputy Director of Leisure and Wellbeing 
	Date:
	4th July 2019


