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Role:          	   	Project Officer – Business Support 

Department:		Library Service 

Grade:                     7

Responsible to:	Head of Digital, Content & Research Services  

Campus:		Belfast/Coleraine/Derry~Londonderry

Job Purpose 

The role holder will manage the work of the Business Support Team to provide a high level of proactive support for the Library Leadership Team.

The role holder will support the delivery of a range of transformational projects and strategic objectives to implement the Library Service Operational Plan.  
 
Main Duties
 
In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library Service commits to providing learning and development to support this expectation

1. Provide a high level of support for the planning and implementation of business improvement initiatives across the Library Service. 
2. Lead on a designated work package(s) to implement key projects in the context of delivering the Library Service Operational Plan. 
3. Implement best practice in project management. 
4. Contribute to producing reports with recommendations on key elements of service delivery for the LLT and other stakeholders. 
5. Support stakeholder engagement and communication via multi-channel platforms, including targeted email communication. 
6. Play a vital role in project governance and decision-making structures. 
7. Keep records of risks, issues, progress, and achievements associated with the delivery of projects. 
8. Manage Business Support Hub staff to achieve objectives in a timely manner. 
9. Perform project tracking to monitor and control project resources efficiently and effectively. 
10. Ensure an effective change control process is in place and actively used to assess the effect of changes to the project on scope, cost, timescale, and resources. 
11. Ensure compliance with legal obligations to include health, safety, equality, diversity, inclusion and GDPR. 
12. Participate in all relevant Library working groups on an ongoing basis. 
13. Any other duties appropriate to the grade and nature of the post. 
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