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r Job Title Here

	About Aberdeen City Council

	Our purpose is to ensure the People and Place of Aberdeen prosper and to protect the People and Place from harm.  
The Local Outcome Improvement Plan 2016 – 2026 (LOIP) identifies how Aberdeen City Council, together with our Community Planning Partners, will tackle the key issues facing our city to ensure Aberdeen is a place where all people prosper.  The LOIP sets out our shared promises to the people of Aberdeen:  
· Prosperous Economy - Aberdeen has a flourishing, thriving and successful local economy. 
· Prosperous People - People in Aberdeen are happy, healthy and enjoy positive life outcomes. 
· Prosperous Place - People experience Aberdeen as the best place to invest, live and visit. 
· Enabling Technology - Innovative, integrated and transformed public services.

To deliver our promises to the city of Aberdeen, our focus is on:  
· Empowering staff to meet priority outcomes aligned to the determinates of good health 
· Empowering the communities we serve to be self-sufficient 
· Early intervention and prevention of harm to the people, place and economy of Aberdeen 
· Connecting with citizens, customers and partners through our use of digital 
· Using data and information to help us understand the demand on the Council and how we can better improve outcomes 
· Being entrepreneurial - creative and innovative in how we do our business. 

We count on our employees to be enthusiastic and proactive public servants, who are committed to our purpose and motivated to make a positive and lasting difference to the city and its people. 
 
Aberdeen City Council is arranged into three functions, two of which are aligned to the wider determinates of good health and the final function focussed on good governance. Each function is divided into clusters, and within each cluster are service areas/teams.   Teams from across the Council prioritise working together with local and regional partners to ensure a collective focus on improving outcomes for our citizens in keeping with the wider determinates of good health. 

	About the City Regeneration & Environment Function 

	This Function is responsible for the ongoing development of the commissioning approach and the commissioning cycle introduced to the Council. In particular, the Function will continue to develop the approach taken towards the strategic allocation of resources from the budget to deliver on the Council’s contribution to the Local Outcome Improvement Plan (LOIP). This includes overseeing the overall Strategic Framework for the Council and influencing the strategic framework of our city partners to ensure a whole system alignment to the outcomes contained in the LOIP.

	About the Strategic Place Planning Cluster

	This Cluster includes the physical, social and economic activities used to maintain, regenerate and strengthen the place of Aberdeen. The focus is to enable, facilitate and deliver Strategic Place Planning. This includes all of the transport, environmental, housing, building, planning, building standards and digital initiatives that will help to deliver major infrastructure projects, meet the outcomes in the Local Outcome Improvement Plan and advance City Growth.


	About the Development Management Service

	There are three teams in Development Management. Two teams manage and determine planning and related applications (the Major Applications Team and the Applications Team) and are responsible for the enforcement of planning controls. The third team, within which the  Senior Project Officer – Aberdeen City Heritage Trust sits, delivers masterplan, design and historic environment conservation services.  


	

About the Role

		Job Title
	Senior Project Officer – Aberdeen City Heritage Trust

	Pay Grade
	G14

	Job Family
	Information Services
	Location

	Marischal College



The Aberdeen City Heritage Trust provides grants schemes and other projects to assist in the conservation, enhancement and promotion of the historic fabric of the Aberdeen.  The Senior Project Officer will carry out management of the Trust process and monitor grant applications, overseeing its grants scheme and other projects and promoting the aims of the Trust and the historic built environment of Aberdeen City. This will include promoting and monitoring projects and delivering the reporting requirements including risk management. The role has line management responsibility for two ACHT employees 
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	Key Outcomes and Task Examples

	The post holder will deliver the following outcomes: 
	Examples of related tasks:

	Management of Aberdeen City Heritage Trust and its activities with minimal supervision
	· Ensure effective operation of the Trust as a Company Limited by Guarantee and Charity in accordance with its Memorandum and Articles of Association and prevailing Company and Charity Law

· Develop, establish and carry out regular review of financial and organisational structures and systems and procedures to ensure smooth operation of the Trust. Devise and manage annual budgets based on agreed Trust actions, monitor expenditure, forward transaction details to accountants/auditors and ensure audited Company returns are lodged with statutory bodies within stipulated deadlines.

· Initiate, tender and take responsibility for fixed term project contracts and consultancy services

· Produce business and action plans and take responsibility for their regular review and revision.

· Manage and review Trust banking arrangement periodically.

· Manage and monitor insurance for the Trust

· Manage staff directly appointed by the Trust (in the first instance the Grants and Projects Officer and Administrative Officer) including setting up and running HR and Payroll systems on the Trust’s behalf and including procuring relevant HR, employment and pensions advice

· Take responsibility for organising and administering the Trust ensuring value for money is achieved

· Being nominated Data Controller for the Trust and complying with the requirements of applicable legislation.


	Develop, promote and implement a strategy for the conservation and enhancement of the historic environment of the City.
	· Research, initiate, develop, manage and promote projects and training that raise awareness and enjoyment of the City’s historic fabric and assets and skills useful in its care. 

· Produce research and analyse complex information (including making necessary calculations) from a number of sources to inform Trust decisions and policies.

· Investigate and initiate suitable projects and prepare bids for EU, Government, Lottery and other relevant funding.

· Develop, advise on, manage and deliver a heritage grant scheme(s) and other projects in accordance with policies adopted by the Trust and negotiated with funding bodies and partners.

· Inspect/ monitor potential projects and where the Trust provides support, as work proceeds (including building site inspections) ensure that standards are met and resolve problems. Arrange payment of grants on completion of projects in accordance with grant conditions and, where necessary, ensure recovery of funding.

· Report quarterly and provide annual reviews to Historic Environment Scotland and report annually to the City Council on notable successes and major projects in the pipeline.


	Liaise, negotiate and coordinate at a senior level with a range of national, regional and local organisations and the general public.
	· [bookmark: _Int_0BlZwAKl]Communicate and liaise on behalf of the Trust with a range of national, regional and local bodies including but not limited to Historic Environment Scotland, Scottish Enterprise, Aberdeen City Council, Aberdeenshire Council, Opportunity North East (ONE), National Trust for Scotland, University of Aberdeen, Robert Gordon University and Visit Aberdeenshire

· Lead and coordinate projects in conjunction with officials from Council services and outside organisations.


	Organise, advise and attend Aberdeen City Heritage Trust Board meetings and subcommittees
	· Organise meetings of and report regularly to the City Heritage Trust Board, Grant sub-committees and subgroups. Prepare and present reports, including outlining balanced arguments and recommending courses of action 


	Representing the Trust and its purposes to other organisations, media and the public.
	· Lead publicity of the work of the Trust and the historic environment through news media releases, publications, presentations, and devising/publishing website content, including maintaining social media and dealing with media enquiries on behalf of the Trust

· Manage and regularly review the operation of the Trust website, including taking responsibility/ managing website content and upload to its Content Management System
and maintain Trust domain names and related subscriptions.

· Maintain operation of North East Scotland Traditional Building Forum and heritage forum and such other groups as the Trust may from time-to-time establish in furtherance of its purposes.

· Provide advice on conservation and enhancement of the historic environment to specialists and non-specialist audiences. Communicate orally and in writing to verbal approaches by members of the Trust Board, elected members, professionals and the public and others on conservation and related issues.








	Role Requirements  

	This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates / Memberships etc. required

	· Relevant degree, post-graduate qualification (or equivalent) in Planning, Architecture, Building Surveying or Architectural/ Building Conservation 
· Membership of a relevant professional body such as RTPI, RIAS, RIBA, RICS, IHBC

	As a minimum, demonstrate skills and experience in
	· Experience in project management and financial management.
· Experience in line managing staff (desirable)
· Written and verbal communication and negotiation, including managing conflict
· Collaborative working with peers and stakeholders to achieve objectives
· Analysis of data and information and production of cogent reports 
· Managing budgets and banking
· Planning, management or leadership of a small organisation(desirable)
· Use of ICT systems and programmes


	As a minimum, demonstrate an understanding of

	· Traditional building construction and suitable repair techniques.
· Understanding and experience of applying principles of conservation.
· Appropriate legislation, procedures, government advice and good practice


	Demonstrate commitment to
	· Making a difference/outcome focused;
· Customer Service;
· Delivering an effective professional service to Aberdeen City Heritage Trust;
· A programme of Continuous Professional Development as required.


	Other requirements
	· Strong interpersonal skills enabling effective oral and written communication with the Trust, member organisations, colleagues, professionals and members of the public.
· Negotiation skills.
· Analytical, problem-solving and learning skills.
· I.T. skills
· Ability to organise personal workloads in response to varying priorities.
· Project management skills.
· Ability to initiate projects and tender for services 
· Ability to work under pressure and to meet tight deadlines




	[bookmark: _Hlk15307435]Our Guiding Principles

	We are all responsible for the culture we work in, and our Guiding Principles help guide what we expect from each other:

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done


	Job Profile Version Date

	June 2026
	Job Evaluation Number

	2550
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
JP Template: 2024
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