MORAY COUNCIL
JOB DESCRIPTION
	(1) JOB IDENTITY

	
POST TITLE:
	
Project Officer (Elgin Neighbourhood Board) 

	
DEPARTMENT:
	
Growth, Planning and Climate

	SECTION:
	Strategic Planning and Development

	LOCATION:
	Elgin HQ

	REPORT TO:
	Project Manager (Elgin Neighbourhood Board)

	
	

	GRADE:

	9
	POST NO:
	MOR12346



	(2)  JOB PURPOSE AND WAY OF WORKING

	
Play a key professional role in the delivery and implementation of agreed project outcomes for the Elgin Neighbourhood Board




	(3)   MAJOR TASKS

	
3.1
	
Work with other members of the team to implement key elements of the Elgin Regeneration Plan ensuring improvement to service delivery/operational practice


	3.2
	Lead on some action plans arising from the Regeneration Plan ensuring agreed milestones and timescales are achieved


	3.3
	Provide professional advice, support and guidance to Neighbourhood Board contacts


	3.4
	Assist the senior officer(s) in the project in the communication and dialogue within the organisation, as appropriate, to establish requirements, update on project progress and delivery of agreed outcomes




	(4)  REPORTING RELATIONSHIPS    This job is indicated by *

	
                                  Project Manager (Elgin Neighbourhood Board)




                                  * Project Officer (Elgin Neighbourhood Board)






	(5)            MAJOR TASKS

	
5.1
	
To work with other members of the team to implement key elements of the Elgin Regeneration Plan ensuring improvement to service delivery/operational practice.


	5.1.1
	Be a key member of the project team delivering the Elgin Neighbourhood Board Regeneration Plan.


	5.1.2
	Contribute to the preparation of action plans as required.


	5.1.3
	Contribute/prepare reports as required by the project for the Board or for Council, its committees or working parties, where appropriate.

	
	

	5.2
	Lead on some action plans arising from the Regeneration Plan ensuring agreed milestones and timescales are achieved.


	5.2.1
	Organise and control operational delivery of the action plans as assigned to you.


	5.2.2
	Organise and control monitoring and evaluation and financial monitoring actions assigned to you.
 

	5.2.3
	Liaise with relevant stakeholders, when required, to ensure the action plan can be delivered on time.


	5.2.4
	Support the functioning of the Board and its meetings.


	5.2.5
	Ensure legislative and procedural compliance on all work produced relating to the project.


	5.2.6
	Ensure clear and accurate project records are maintained to meet audit requirements.


	5.3
	To provide professional advice, support and guidance to Neighbourhood Board contacts.


	5.3.1
	Provide expert specialist advice to relevant stakeholders and as directed by the <Project Manager.

	
	

	5.4
	To assist the senior officer(s) in the project in the communication and dialogue within the organisation, as appropriate, in order to establish requirements, update on project progress and delivery of agreed outcomes.


	5.4.1
	Support the Project Manager in being proactive in providing communication regarding the project to relevant stakeholders in accordance with the agreed communications plan, including publications and organising events.

	
	

	The above is intended to provide a clear but concise statement of the MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.
The postholder will be required to work outside normal working hours on an occasional basis. 




MORAY COUNCIL
PERSON SPECIFICATION
	Post:
	Project Officer (Elgin Neighbourhood Board)

	Department:
	Growth, Planning and Climate

	Date Specification Completed:
	30 March 2026

	Prepared by:
	Gary Templeton




	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience

	Proven experience in working on projects and delivering outcomes successfully.
Proven experience of analysing complex information to identify opportunities for improvements
Proven experience of working in a project with multiple partners and stakeholders
Proven experience of working with and engaging with businesses and or the public.

	Experience of working on project including European and/or Government funded projects




	(2) Education & qualifications*

	Degree or equivalent in a related subject or the ability to demonstrate the equivalent relevant work experience

	Project management certification such as Prince 2 or similar project management qualification or experience

Training in other improvement methodologies


	(3) Skills/abilities (general)

	Self-confident, self-motivated and able to work independently
Appreciation, acceptance of and a commitment to the importance of confidentiality

Ability to use Microsoft Office inc. Word, Excel and Access or equivalent
	

	(4) Skills/abilities specific to post*

	Ability to prepare detailed reports and project/budget plans

Demonstrable critical analysis skills


	Ability to deliver presentations to stakeholders



	(5) Inter-personal & social skills

	Strong communication skills with ability to engage with colleagues, partners and the public to build productive relationships with key stakeholders.
	

	(6) Working environment & physical demands

	Ability to work in external environment, including site visits.
Willingness and ability to undertake physical activities associated with event delivery, including lifting, carrying and setting up equipment and materials. 

	



* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?					YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	YES/NO
Satisfactory pre-employment medical screening required?				YES/NO





