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SOUTH YORKSHIRE FIRE & RESCUE

JOB DESCRIPTION

	POST TITLE
	Project Support Assistant

	GRADE
	Grade 3

	FUNCTION
	Service Delivery Support  

	PERMANENT BASE
	Headquarters, Eyre Street, Sheffield  S1 3FG

	RESPONSIBLE TO
	Projects Officer

	RESPONSIBLE FOR
	N/A


OVERALL PURPOSE OF JOB
To provide a project support service within SYFR, and to provide assistance in the provision of other administration and information responsibilities within the team.
MAIN RESPONSIBILITIES
1. To assist project managers with the preparation of project documentation.

2. To monitor the progress of projects and initiatives, including the collation of progress reports from project managers and the preparation of a regular programme updates to senior management and Fire and Rescue Authority Members.
3. To liaise with project managers to identify any issues and problems associated with projects and prompt the preparation of exception reports and other relevant updates. 
4. To provide advice and guidance to project managers on all aspects of the SYFR project management methodology.

5. To maintain a comprehensive set of project management records, including effective version control.
6. To provide administration assistance to the Team when required, including project support, organising meetings, minute taking and covering reception duties.
7. To assist in the continuous improvement of the project support function by identifying areas of best practice and any other new and innovative ways of working and undertake research on project related issues as directed.
8. Comply at all times with the Code of Conduct for officers of the Authority and such other professional requirements as to standards of conduct.
9. Fully participate in SYFR’s Personal Review process according to the responsibilities of the role.
10. Attend as required any training courses that will contribute to the effective performance of the postholder. 
11. Practice and promote SYFR’s Equality and Inclusion and Health and Safety Policies and to conduct oneself in a manner that is consistent with SYFR’s core values at all times.
12. Ensure that risk is managed effectively within the section in accordance with corporate strategies and plans.
13. Be responsible for the accurate and appropriate processing of data, ensuring compliance with organisational policies and procedures (i.e. data protection).  
14. Carry out such other duties within the department as from time to time may be required, which are commensurate with the grading of this post. 
ANY OTHER INFORMATION (including special conditions of service)

NOTE:
This document is produced as a guide to the general nature of the post and the list of duties is neither exhaustive nor exclusive.
PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Administration qualification NVQ level II or equivalent.
	X
	

	GCSE Grade A-C in Maths and English.
	X
	

	Project Management Qualification e.g. Prince 2 overview, ISEB certificate in project support.
	
	X

	Knowledge
	
	

	Understanding of the importance of providing quality project support.
	X
	

	Fully conversant with MS Office Applications.
	X
	

	Knowledge of project management principles.
	
	X

	Experience of Project Management methodologies (i.e. Prince).
	
	X

	
	
	

	Experience
	
	

	Proven experience in all aspects of administration work and the provision of a support service.
	X
	

	Proven experience of working in an accurate efficient manner to tight deadlines.
	X
	

	Public Sector experience.
	
	X

	Previous experience in a project support role.
	
	X

	
	
	

	Personal Effectiveness
	
	

	Ability to plan, prioritise and organise to deadlines.
	X
	

	Good attention to detail.
	X
	

	Good interpersonal skills.
	X
	

	Ability to communicate effectively.
	X
	

	Commitment to Equal Opportunities and Health and Safety.
	X
	

	Flexible approach to working hours.
	
	X
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