	   Job Profile:   Project Coordinator (Digital & ICT).  JE ID:   grade 7.  
    About the role: As a Project Coordinator in the Digital and Innovation team, you will support the Programme Manager of the Stronger Future Technology Stream Programme, ensuring the support of programme administration and coordination within Digital & ICT. This role is integral to the Digital Innovation team, driving transformation in a rapidly evolving digital landscape.


	This is what we need you to do... 

· Provide direct support to a Programme Manager (PM) on the Stronger Future Programme. The role is to support on operational administration and coordination of the programme.
· Supporting the D&ICT communications lead on relevant rollout communications, updates, engagement activity.
· Provide support on project status updates, including project RAID logs and High Light Reports, to senior management and the wider team as required.
· Ensure project documentation and governance is up to date and accurate. Carefully managing their time and workload. 
· Agile/ Scrum Support - Sprint administration, cadence coordination, backlog support and delivery tracking.
· Supporting workshop coordination, inbox management, follow-ups and stakeholder communications.


	

·  Working as part of the Digital Innovation team, leveraging and spearheading digital technology to improve processes, business productivity and services.

· Ability to lead on problem solving and identify issues to develop effective solutions.

·  Recognise and escalate issues that require senior support.

·  Maintain strong verbal and written communication to interact with team members and stakeholders. 
· Adopt a continuous improvement mindset with the end-user experience at the heart of everything you do.
Special Conditions: You must hold a current, full driving licence which is valid for driving in the UK. You may be expected to undertake out of hour’s duties, as and when required. It is a requirement that there is no smoking in the workplace.
 



.
	The ideal candidate will have... 
Experience 
· Previous experience in a role that required strong coordination skills.
· Experience of working with IT project management.
· Proven ability to work in effective teams and contribute to high performance.
· Experience of working with or alongside a Digital & ICT team.
· Experience of prioritising workload to achieve optimal performance.

Knowledge, Skills and Understanding 
· Ability to interpret technical information and communicate it to a non-technical audience.
· The ability to work to challenging deadlines.
· Ability to build productive working relationships with people at all levels.
· Ability to communicate well and advise at all levels of an organisation.
· An understanding of the stakeholder engagement and management.


	Behavioural attributes 
· Works well under pressure.
· Customer focussed. 
· Emotionally resilient. 
· Flexible, creative, self- starter, focused. 
· Organised and able to meet tight deadlines. 
· Able to respond to a changing pattern of demand at work which can be unpredictable and unplanned requiring constant shifts of priority. 




Education & Qualifications 
Essential 
Maths and English grades A-C 
Experience of working in a project management related field
Project Management Qualification or equivalent
Educated to degree level or equivalent     	



	
	



