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Title 
Programme Officer 

Department 
Resources 

Post Ref. 
 

Job Purpose 
:RUNLQJ�DFURVV�D�QXPEHU�RI�SURMHFWV�ZLWKLQ�WKH�3URJUDPPHV�DQG�3URMHFWV�7HDP�WR�VXSSRUW�WKH�GHVLJQ�DQG�GHOLYHU\�RI�VSHFLILHG�SURMHFWV�
GULYLQJ�WUDQVIRUPDWLRQDO�FKDQJH�DFURVV�WKH�&RXQFLO��WR�HQVXUH�FRQWLQXHG�GHOLYHU\�RI�HIILFLHQW�DQG�FRVW�HIIHFWLYH�VHUYLFHV��
�
�

Key Responsibilities 
�
��� 7R�VXSSRUW�3URJUDPPH�DQG�3URMHFW�0DQDJHUV�LQ�WKH�SODQQLQJ�
DQG�GHOLYHU\�RI�KLJK�JRYHUQDQFH�SURMHFWV�

��� 3URYLGH�VXSSRUW�DQG�WUDLQLQJ�WR�VHUYLFH�EDVHG�SURMHFW�OHDGV�LQ�
VFRSLQJ��SODQQLQJ��WUDFNLQJ�DQG�FORVLQJ�SURMHFWV��

��� 5HVSRQVLEOH�IRU�PDLQWDLQLQJ�NH\�SURMHFW�GRFXPHQWDWLRQ�DQG�
SXWWLQJ�LW�WR�HIIHFWLYH�XVH�WR�LQIRUP�DFWLRQ�UHTXLUHG�ZLWKLQ�
SURMHFWV�RU�SURJUDPPHV��PDNLQJ�DGMXVWPHQW�EDVHG�RQ�DJUHHG�
GHFLVLRQV��

��� 7R�GHOLYHU�VSHFLILF�SLHFHV�RI�ZRUN�HLWKHU�ZLWKLQ�H[LVWLQJ�SURMHFWV�
RU�DV�GLVFUHWH�SLHFHV�RI�UHVHDUFK�DQG�RU�DQDO\VLV�WR�VXSSRUW�
GHFLVRQV�DURXQG�SURMHFW�IHDVLELOLW\�

��� &RQWULEXWH�WR�WKH�JRYHUQDQFH�RI�WKH�3URJUDPPH�	�3URMHFWV�
7HDP¶V�SURJUHVV�DJDLQVW�VHW�WDUJHWV�DQG�SODQV�YLD�WKH�
DSSURSULDWH�UHSRUWLQJ�PHWKRG���LGHQWLI\LQJ��DQG�HVFDODWLQJ�DQ\�
SRWHQWLDO�VOLSSDJH�RU�ULVNV�

��� $QDO\VH�DQG�LQWHUSUHW�LQIRUPDWLRQ�IURP�SURMHFW�OHDGV�DQG�RWKHU�
VWDNHKROGHUV�WR�LQIRUP�WKH�3URJUDPPHV�	�3URMHFWV�7HDP�DQG�
SURMHFW�GHOLYHU\��

��� /LDLVH�ZLWK�SURMHFW�OHDGV�SURYLGLQJ�JXLGDQFH�WR�HQVXUH�D�
FRQVLVWHQW�FRUSRUDWH�DSSURDFK�LV�DSSOLHG�WR�SURMHFW�GHOLYHU\��

��� 8QGHUWDNH�ZRUN�DV�DSSURSULDWH�WR�HQVXUH�WKH�VPRRWK�SURJUHVV�
RI�SURMHFWV��
�

�

Key Accountabilities 
��� $FFXUDWH�DQG�KRQHVW�UHSRUWLQJ�RI�SURMHFW�VWDWXV�DQG�NH\�
ULVNV�WR�WKH�DSSURSULDWH�3URMHFW�RU�3URJUDPPH�0DQDJHU�

�
����(PEHGGLQJ�FKDQJH�DQG�D�FXOWXUH�RI�FRQWLQXRXV�
LPSURYHPHQW�DFURVV�DOO�DUHDV�RI�ZRUN�
�

�����%XLOGLQJ�VWURQJ�ZRUNLQJ�UHODWLRQVKLSV�HQDEOLQJ�HIIHFWLYH�
DQG�RSHQ�FRPPXQLFDWLRQ�DQG�VXFFHVVIXO�FROODERUDWLRQ�
�

����&RQGXFWLQJ�\RXUVHOI�ZLWK�LQWHJULW\�DQG�GXH�UHJDUG�WR�
DFKLHYLQJ�HIIHFWLYH�VHUYLFHV�DQG�YDOXH�IRU�PRQH\�
�

����$FWLYHO\�FRQWULEXWH�WR�WKH�GHYHORSPHQW�RI�WKH�WHDP��VKDULQJ�
NQRZOHGJH�DQG�OHDUQLQJ�WR�LQFUHDVH�WKH�HIIHFWLYHQHVV�RI�
WKH�VHUYLFH�DV�D�ZKROH��
�

����$GKHULQJ�WR�DOO�UHOHYDQW�&RXQFLO�SROLFLHV�DQG�SURFHGXUHV�
LQFOXGLQJ�WKH�GHOLYHU\�RI�WKH�&RXQFLO¶V�SROLFLHV�IRU�IDLUQHVV�
DQG�UHVSHFW�LQFOXGLQJ�VHWWLQJ�KLJK�SHUVRQDO�VWDQGDUGV��
�

����7DNLQJ�SHUVRQDO�UHVSRQVLELOLW\�IRU�XSGDWLQJ�\RXU�RZQ�
SURIHVVLRQDO�GHYHORSPHQW�LQ�OLQH�ZLWK�FXUUHQW�SUDFWLFHV�
�

����%HLQJ�D�JRRG�H[DPSOH�\RXUVHOI��VXSSRUWLQJ�RWKHUV�DQG�
HQFRXUDJLQJ�LGHDV�DQG�GHYHORSPHQW�

�



7LHU���±�([SHULHQFHG���3URIHVVLRQDO�6WDII�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
Person Specification 
�

Experience, Knowledge and Qualifications 
�
��� (YLGHQFH�RI�FRQWLQXHG�SURIHVVLRQDO�GHYHORSPHQW��SUHIHUDEO\�
WR�LQFOXGH�D�SURMHFW�PDQDJHPHQW�TXDOLILFDWLRQ�H�J��35,1&(��

��� 6LJQLILFDQW�H[SHULHQFH�RI�VXFFHVVIXOO\�GHOLYHULQJ�VHUYLFH�
LPSURYHPHQW��FKDQJH�DQG���RU�RUJDQLVDWLRQDO�GHYHORSPHQW��
SUHIHUDEO\�ZLWKLQ�D�ODUJH�PXOWLIDFHWHG�RUJDQLVDWLRQ�

��� 6LJQLILFDQW�H[SHULHQFH�RI�ZRUNLQJ��ZLWK�PLQLPDO�VXSHUYLVLRQ��LQ�
D�GHYHORSPHQWDO�UROH��H�J��OHDGLQJ�ZRUN�VWUHDPV�ZLWKLQ�
SURMHFWV��

��� 6LJQLILFDQW�H[SHULHQFH�RI�VXFFHVVIXOO\�ZRUNLQJ�ZLWK�D�UDQJH�RI�
VHQLRU�PDQDJHUV�DQG�VWDNHKROGHUV��H�J��(OHFWHG�0HPEHUV��
DFURVV�D�ODUJH�RUJDQLVDWLRQ�SUHIHUDEO\�ZLWKLQ�ORFDO�JRYHUQPHQW��

��� ([SHULHQFH�DQG�XQGHUVWDQGLQJ�RI�ILQDQFLDO�EXGJHW�
PDQDJHPHQW�

��� $ELOLW\�WR�VROYH�SUREOHPV��UHFRPPHQG�VROXWLRQV�DQG�PDNH�
GHFLVLRQV�WR�GULYH�IRUZDUG�SURMHFW�GHOLYHU\��
�

�
Personal Skills and General Competencies 
 
��� 7R�EH�SRVLWLYH��IOH[LEOH��YHUVDWLOH�DQG�UHVLOLHQW�UHPDLQLQJ�
RXWFRPH�IRFXVVHG�WR�DFKLHYH�VXFFHVV�

��� $�GHVLUH�WR�GULYH�LQQRYDWLRQ�DQG�LPSURYH�HIILFLHQF\�DQG�
HIIHFWLYHQHVV��

��� 7DNH�DQ�DFWLYH�UROH�LQ�PDQDJLQJ�ULVN��KHDOWK�DQG�VDIHW\�LVVXHV��
�

�

Skills and Abilities 
����:HOO�GHYHORSHG�SODQQLQJ�VNLOOV�ZLWK�WKH�DELOLW\�WR�XVH�RZQ�
LQLWLDWLYH�WR�SODQ�DQG�PDQDJH�DQG�SULRULWLVH�RZQ�ZRUN�
SURJUDPPH��SURMHFWV�DQG�RWKHU�UHVRXUFHV�

����:HOO�GHYHORSHG�FRPPXQLFDWLRQ��SUHVHQWDWLRQDO��QHJRWLDWLQJ�
DQG�LQIOXHQFLQJ�VNLOOV�

����$ELOLW\�WR�HIIHFWLYHO\�XVH�WHFKQRORJ\�WR�ZRUN�HIILFLHQWO\�
����*RRG�WHDP�ZRUNLQJ�VNLOOV��LQFOXGLQJ�DFWLYHO\�VKDULQJ�
NQRZOHGJH�DQG�LQIRUPDWLRQ�WR�FRQWULEXWH�WR�WHDP�VXFFHVVHV�
DQG�DFKLHYHPHQWV�

����:HOO�GHYHORSHG�UHVHDUFK�DQG�DQDO\WLFDO�VNLOOV�ZLWK�WKH�DELOLW\�WR�
XQGHUVWDQG��LQWHUSUHW�DQG�UHOD\�FRPSOH[�LVVXHV�

����:HOO�GHYHORSHG�SURMHFW�DQG�FKDQJH�PDQDJHPHQW�NQRZOHGJH�
DQG�VNLOOV�DQG�WKH�DELOLW\�WR�DSSO\�SURMHFW�PDQDJHPHQW�
PHWKRGRORJ\��

'DWH�-DQXDU\����� 
�


