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 JOB DESCRIPTION

	DIRECTORATE: 

	Neighbourhoods

	DIVISION:

	Culture Liverpool

	JOB TITLE:

	Project Support Assistant 

	SALARY RANGE:

	People Pool

Hourly rate to be negotiated dependent on experience

5 days per week

Contract end date 27 May 2023


	LOCATION:

	3rd Floor Cunard Building, Pier Head

	PRIMARY PURPOSE OF THE JOB:

	The Project Support Assistant is responsible for providing a high quality project support service and administration activities to support the delivery of Eurovision 2023 in the host city of Liverpool.  

They are responsible for supporting the Head of Governance & Finance and wider Host City Project Management team with administrative and project delivery duties, including minute taking, action logging and tracking, responding to general email enquiries and helping to keep the team on track and focussed on the delivery of the project in line with agreed KPIs, governance plans and within the defined time and quality boundaries.


	DIRECTLY RESPONSIBLE TO:

	Head of Governance & Finance

	DIRECTLY RESPONSIBLE FOR:

	Project administration duties


	

	THIS POST IS SUBJECT TO DISCLOSURE

N/A
MAIN AREAS OF RESPONSIBILITY:


· Supporting with the development and maintenance of project management documentation – (Business Case, Project Plans, Risk Register, Governance Plans, KPIs, etc).  Tracking risks, issues, assumptions, dependencies, scope changes, actions and decisions, escalating with Head of Governance & Finance as appropriate.

· Where appropriate, work with the appropriate Project Management team members and LCC Procurement team to assist to procure external services, ensuring effective oversight of contractor resource and supplier input, ensuring compliance with contractual commitments. 

· Assisting with managing the project budget - working closely with the Head of Governance & Finance and the LCC finance and legal functions to ensure that there is thorough understanding of the financial position of each element of the project.

· Organising, facilitating and participating in project-related meetings, workshops and events (including off site).  Manage, draft and circulate agendas and papers, minute taking, updating actions and risk/issue register, recording decisions and advising responsible persons of relevant actions.

· Preparing board reports, briefing papers and other documents, as required, working closely with Project Management team.

· Provide administrative support across team during periods of absence and as and when required.

· Ensure all elements of project planning and delivery are in line with the Eurovision 2023 values, socially, ethically and environmentally.
· Demonstrate the City Council’s commitment to equal opportunities and to promote non-discriminatory practices in all aspects of work undertaken.

It must be understood that every employee has a responsibility to ensure that their work complies with all statutory requirements with Standing Orders and Financial Regulations.
This job description is not intended to be either prescriptive or exhaustive. It is issued as a framework to outline the main areas of responsibility.

Prepared by: Philippa Nolan
Date: 30/11/22
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