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JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           




	
Job Title:  

	
Engagement Officer
	Job Evaluation         Reference Number:  
	
A5213

	
Service:

	
Roads & Infrastructure Services
	
Grade:

	
LGE 9

	
Department/Section:

	
Projects & Engagement Team
	
Location:
	
Lochgilphead

	
Line Manager (post):

	
Projects & Engagement Manager

	
Date JDPS was created / last reviewed / amended:
	
Sept 2026
	
Version of JDPS: 

	
v.1

	
This JDPS should be read in conjunction with:


	
1. Core Training Requirements 
2. Service plan/team plan 
3. Argyll & Bute Council Competency Framework  
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary: 

As an Engagement Officer you will be responsible for leading defined work packages and supporting the successful delivery of engagement, service improvement and development activity within Roads & Infrastructure Services. The post will supervise the team responsible for managing the Service's escalated correspondence function, including Freedom of Information (FOI) and Environmental Information Regulation (EIR) requests, complaints, Elected Member and Community Council enquiries and other complex or escalated correspondence. The post will support effective engagement and communication with service users and stakeholders, contribute to the development and improvement of systems and processes, and help ensure the provision of clear, accurate and proportionate information which supports good customer service and robust decision making.


	Scope / Dimensions:  

Line management / staffing responsibility: Direct line management responsibility for Engagement Support Officers

Budgetary responsibility: None
 

	
Job Description:  Main Outcomes required


	1.
	Planning:  

Support the Projects & Engagement Manager and Roads & Infrastructure Services to develop the team’s service delivery plans by working in partnership with colleagues (within and outwith the service) and by taking personal responsibility for planning how these are delivered effectively and efficiently to service users.


	2.
	Service delivery:  

Ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:
1. Work with others to develop project proposals and contribute to the development of the wider Roads & Infrastructure Services team programme of work.
2. As an active team member contribute to and lead on the implementation and control of work packages ensuring that resources are used effectively and efficiently.
3. Plan  and  coordinate  activities  ensuring  the  most  effective  deployment  of  resources appropriate to need.
4. Provide quality assurance for activities related to service development projects
5. Identify service user and stakeholder needs and contribute to the development of proportionate and effective responses and improvements.
6. Develop and disseminate clear, accurate and proportionate information for service users and stakeholders in support of engagement and project activity.
7. Contribute to the development and review of processes, systems and ways of working, identifying opportunities for service improvement and supporting their implementation.
8. To liaise with external partners on a regular basis, handling enquiries and providing responses some of which might involve more detailed work.
9. Support the development, effective use and ongoing maintenance of databases, case management and other information systems used by the team.
10. Assist in the development and review of corporate and team documents and processes related to the project.
11. Undertake research and analysis on specific issues, including identifying trends and recurring issues, to support service improvement and the development and implementation of projects.
12. Establish and maintain effective working relationships with colleagues, Elected Members, Community Councils, service users, external partners and other stakeholders.
13. To produce clear and concise written reports if required.
14. To engage with individuals and groups in an open, friendly way that promotes good team working.
15. To have tolerance for other views and ideas and to seek to create a working environment that empowers people.
16. To work in a manner leading to improved ways of working.
17. The postholder should support the development of a learning culture by:
18. Continue to develop own skills and knowledge and manage, support and develop designated staff, including allocation and monitoring of work, providing guidance and support, sharing knowledge and participating in the Council's performance and development arrangements.

In addition, represent the authority on relevant external bodies/committees; deputise for the Projects & Engagement Manager when appropriate; attend Committees as required; and ensure that all regulations and procedures (including the Council’s Standing Orders and Financial Regulations) are adhered to.


	3. 
	Quality Assurance:  

Assist the Projects & Engagement Manager to develop, implement and maintain appropriate performance management reporting systems as a means of managing and monitoring the team’s performance, to ensure standards are maintained, improvements developed and issues addressed in a timely manner.


	4.
	Health & Safety: 

All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	5.
	Other duties & responsibilities: 

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   





	
Person Specification:  


	
CRITERIA:     E = Essential              D = Desirable    


	
Education and / or professional qualifications  


	
E.1

D.1

D.2
	
Relevant HNC qualification or equivalent relevant experience

PRINCE2 foundation

Experience of local government or a similar

	
Experience


	
E.1

E.2

E.3

E.4

	
Experience working in a project environment

Experience in maintaining and working with complex databases and systems.

Preparing and presenting complex information in a clear and easy to understand format.

In informing, consulting and engaging a wide range of customers and stakeholders


	
Specific job-related knowledge  


	E.1

E.2

D.1
	Corporate policy, strategy, procedures and processes related to customer service, engagement and service improvement activities.




Knowledge and practical understanding of Freedom of Information (Scotland) legislation, the Environmental Information (Scotland) Regulations and local authority complaints handling requirements and procedures.
A working knowledge of operational services

	
Any additional job-related requirements   


	
E.1


	
The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  

	
Competencies 


	
E.1
	
Level1

Personal Qualities (Competencies) that are essential at recruitment stage: 

Customer focused
Works well with others through communication and interaction
Delivering results through planning and influencing
Creative thinking
Embraces change
Action focused
Team leadership
Committed team member
Committed to continuous improvement and continued professional development
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