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Person Specification

	DEPARTMENT:
	Community Engagement and Development

	LOCATION:
	Littlehampton, Manor House

	JOB TITLE:
	Project Officer: Town Centre Strategy 

	GRADE:
	NJC Scale 4 to 5, Spinal Column Point 7 to 17 

	RESPONSIBLE TO:

	Head of Community Engagement and Development




 MAIN PURPOSE OF THE ROLE:

To support the Head of Community Engagement and Development in the effective delivery of the Town Centre Strategy and associated initiatives. Leading, coordinating, and supporting delivery of a diverse range of projects, events, and engagement activities through the Town Centre Action Group. 

The postholder will build and maintain strong, collaborative partnerships with private businesses, the Littlehampton Business Forum, local authorities, public agencies, and voluntary and community organisations to support regeneration, enhance economic vitality, and ensure the continued improvement and success of Littlehampton Town Centre.


Key Tasks   

1. To act as the primary liaison between the council and the business community including scheduling and attending meetings, forums to represent the council whilst identifying and reaching out to potential stakeholders. This involves collaborating with internal departments to align initiatives with the council’s business plan and strategies.

2. To coordinate the development, scheduling, and delivery of projects and initiatives that support the Town Centre Strategy Action Plan through the Town Centre Action Group and in close collaboration with partners.

3. Manage and evaluate the Town Centre Action Plan, monitoring progress against objectives and preparing reports including recommendations for senior management and committees and attending meetings as required. Keep Councillors aware of new initiatives, trends and opportunities within the portfolio that may be developed for the benefit of the Town. 

4. Organise and facilitate meetings, workshops, and engagement sessions for the Town Centre Action Group, ensuring effective communication and follow‑up actions.

5. Support the development and sustainability of the Littlehampton Business Forum, including contributing to meetings, strengthening communication, identifying shared priorities, and facilitating collaborative initiatives that contribute to the Town Centre Strategy, Event Strategy and wider economic development objectives. This involves assisting the Forum to advance goals in their Action Plan that align with council strategies

6. To conduct research and profiling to understand business community needs, trends, and engagement opportunities that can inform the council’s activities including funding and partnership opportunities. 

7. Build and maintain strong partnerships with stakeholders, agencies, and other organisations to promote and support initiatives that improve Town Centre safety and security.

8. Work collaboratively with the Events Manager to support the planning, development, and delivery of Town Centre events and initiatives that support the Strategy, enhance Littlehampton’s appeal, increase footfall, support the local economy, and strengthen community connections.

9. Work collaboratively with the Communications and Civic Officer to support the effective promotion of council services and initiatives within the remit of the role. Responsibilities include preparing press releases, managing council social media channels, developing public-facing marketing materials, and liaising with local and regional media outlets, to position the Town Centre as an attractive place to invest, work, live, visit, and enjoy leisure time.  

10. Provide reasonable assistance and support with the delivery of major regeneration projects and initiatives, ensuring strong involvement from businesses and stakeholders throughout planning, implementation, and evaluation

11. To investigate and keep fully informed of funding and other opportunities for greater community development. Supporting the Council in obtaining funding or sponsorship and delivering the obligations required under that funding. 

12. To research, negotiate, and secure quotations and contracts for services relevant to Town Centre activity, ensuring compliance with procurement requirements and monitoring supplier performance – this includes overseeing the delivery of the Town Council’s Christmas Lights contract. Monitor and control income and expenditure within the agreed budgets in a manner approved by the Town Clerk and Head of Finance and Service Delivery and with an appropriate audit trail. 

13.	To comply with the Town Council’s Health and Safety Policy at all times.

14.	Apply consistently the principles of Equal Opportunities, as embodied in the Town Council’s policies and practices throughout the duties outlined.

15.	To undertake available training opportunities identified through appraisal and supervision and show a commitment to continuous development, to maximise your potential and ensure the efficient and effective delivery of Town Council services.

16.	To undertake any other tasks commensurate with the grading of the post, as required by the manager/supervisor or the Town Clerk, ensuring that all duties undertaken are done so in accordance with departmental policies, practices, procedures and standards.                  

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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	Essential Criteria
	Desirable Criteria
	Method of Assessment/
Source of Information

	Key Skills and Abilities

	· Communicates effectively both verbally and in writing to a range of audiences including councillors, voluntary and local community groups, third party contractors and colleagues.

· Provides advice and guidance

· Manages difficult conversations professionally

· Works in a multidisciplined team to deliver a diverse range of services and projects, sharing knowledge and providing informal coaching

· Builds effective relationships across services/partners  

· Effectively organises own varied workload, adapts to changing needs and able to meet tight deadlines, managing changing and conflicting demands

· Analyses issues, proposes solutions and makes decisions within guidelines

· Handles customer service effectively and professionally, managing complex or challenging situations with confidence and provides guidance to colleagues

· Uses IT systems accurately, a confident digital user with the ability to extract and analyse data to support service and project delivery

· Prepares detailed reports and presents statistical data

· Good presentation skills

	

	Application form/Interview/
Reference

	Education and
Qualifications

	· Good standard of numeracy and literacy:
· Level 2 Maths and English (GCSE Grade 4 and above, previously C and above) or equivalent

	· Level 3 qualification or demonstrable experience in relevant subject 

· Project Management Qualification

	Application form

	Knowledge

	· Good broad knowledge within the remit of the role, with the ability to advise and support others

· Good understanding of the project management process

· Awareness of health and safety and risk management and its application

	· Knowledge of the services provided by Littlehampton Town Council 

· Knowledge of Littlehampton

· Knowledge of the voluntary/charitable sector

· Knowledge of grant funding

	Application form/Interview

	Experience

	· Demonstrable experience and understanding of working with the community / voluntary sector 

· Working in a busy environment/office
	· Experience of successful project management

· Working in a political, public-sector environment 

· Monitoring expenditure

· Success in seeking and securing external funding
	Application form/Interview/
Reference

	Professional behaviours and values

	· Demonstrates reliability, respect and a positive approach to work
· Uses own initiative and works independently 
· Responds positively and proactively to unexpected and complex problems and situations
· Models professional behaviour for others
· Applies equalities, diversity and inclusion principles to work and supports their consideration in projects 
	
	Application form/Interview

	Other

	· Ability to work occasional evenings and at weekends

· Ability to undertake manual handling tasks as appropriate for the role
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