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Lancaster City Council - Job Description

	[bookmark: _GoBack]Job Title:
	Lancaster High Streets Heritage Action Zone Project Officer
	Grade:
	GGS9
	Job Code:

	LCC437

	Job Family:
	N/A
	Job Family Group:
	N/A
	Reports to:
	Regeneration Officer



	Job Summary

	
The new fixed-term Project Officer will deliver and facilitate the Lancaster High Streets Heritage Action Zone (HSHAZ), developing and implementing specific regeneration projects within this programme of activity. The Project Officer will be instrumental in delivering towards the long-term ambition for the area as part of a prosperous and vibrant historic city. The HSHAZ programme will ensure the historic environment within the zone is managed with a rigour appropriate to its regional significance to achieve sustained improvements in heritage conservation, to increase understanding of the area's heritage and to support community cohesion and wellbeing.

Working closely with multi-disciplinary colleagues, the postholder will work on both capital and revenue-based activities to support the HSHAZ programme lead and specifically will manage and administer the main building grants programme and complementary community engagement and capacity building work to maximise delivery opportunities and project legacies. The postholder will also support the development and implementation of ambitious highway and public realm improvements and the delivery of the complementary Cultural Programme. The work shall fit to the overall Programme Design and the council’s contractual obligations with Historic England as well as fitting to the national HSHAZ programme guidance. 

The post requires a good working understanding of heritage conservation, principles and practise alongside abilities in project and financial management. Work will involve engaging with colleagues involved across regeneration and placemaking objectives, stakeholder organisations including funding partners, elected members, business and community groups, property owners, individual businesses, developers, professional agents and individuals. This requires interpersonal, teamworking and communication skills and the ability to build good working relationships and deliver results.  



	Direct Responsibilities 

	
To carry out all associated duties and support the Regeneration Officer as overall programme lead to ensure the programme is delivered in accordance with the objectives of the Lancaster High Streets Heritage Action Zone project, partner organisations and existing Council strategies, regeneration objectives and procedures.

Deliver and administer the main building grant schemes within the HSHAZ programme, including to promote, advise and assist grant take up and ensure that grant applications, offers, payments and correspondence are processed, assessed and documented in line with established systems including procurement rules and properly retained for claim and audit purposes.

Administer the HSHAZ programme budgets with the support of the council’s Finance and directorate support teams, preparing and presenting monthly updates on project spend and preparing claims for third-party partner funding including quarterly claims to Historic England.

Support team working including with County Highways officers to improve the highway and public realm via the ‘Connecting City and Spires’ project.

Lead on work supported by conservation colleagues to produce, deliver towards and monitor a Conservation Management Plan for the HSHAZ area which may include the production of specific design guidance.

Lead work in partnership with colleagues, project partners and other stakeholders to prepare a Community Engagement Plan and develop and deliver the programme design commitments for community engagement and capacity building to offer a range of heritage skills, learning and interaction opportunities.

Be a part of and help facilitate and coordinate the Cultural Consortium to deliver the HSHAZ Cultural Programme, undertaking research, liaising with other council services, engaging with local heritage and community groups, providing secretariat services and distributing funding as appropriate.

Lead on or support the procurement and management of direct work streams and consultancies where appropriate, working to established tolerances.

Monitor programme delivery towards achieving agreed outcomes and outputs on a monthly, quarterly and annual basis including the preparation and monitoring of the Annual Action Plans. 

Contribute to effective project management, reporting to and supporting the HSHAZ programme lead, steering group, internal programme monitoring and external partnerships.

Provide information and advice to help ensure businesses and the public can access and contribute to the HSHAZ programme delivery, including organising and participating in public meetings, events and exhibitions.

Be responsible for the preparation of publicity, promotional or interpretative material as appropriate including via the Council’s website and social media and via working with the city and partner communication teams.

Lead work to research and collate information into the history of the area, its cultural and heritage assets and the historic environment to support HSHAZ and cultural programme delivery. 

Support the management of development across the HSHAZ area liaising with planning and conservation colleagues as required.

Alongside conservation officers, provide information and advice about conservation and the historic environment in the HSHAZ area and how to meet planning and other regulatory requirements.

Monitor the impact of investments throughout the programme, carrying out surveys and consultation as required and be responsible for producing a final Evaluation Report. 

Promote and publicise the HSHAZ and its contribution to the local historic environment and heritage-led regeneration to maximise the impact of the programme.


	Primary Objectives

	Deliver and be the main day to day point of contact for the Lancaster High Streets Heritage Action Zone.
Contribute to planning and management work to conserve, enhance and make the built heritage more accessible within the HSHAZ area.
Contribute to the effective delivery of conservation-led regeneration through the HSHAZ consistent with the Programme Design and in accordance with legislation and best practice to give the area a new lease of life.
Help champion and promote the HSHAZ and what the delivery programme offers including to improve perceptions of the area.
Deliver effective community engagement work and capacity building and skills development activities.
Contribute to work with partner organisations and colleagues to deliver an exciting and engaging Cultural Programme.
Help to achieve and maintain positive working relationships with organisations and individuals.

	Knowledge & Educational Requirements

	
Specialised Knowledge:
A degree or post graduate level qualification in the Conservation of Built Heritage or Architecture, or an academic discipline closely aligned to the understanding of the history, significance and conservation of built heritage. 

Functional skills, knowledge and abilities:
Full or working towards membership of the Institute of Historic Building Conservation (IHBC). Alternatively, for a post holder with a degree in architecture, the post holder can be a Registered Architect who is on or working towards the Register of Architects Accredited in Building Conservation (AABC), or on the RIBA Conservation Register (at any level).
Skills and abilities in project management, managing finances and administration. 
Skills and abilities in communication and community engagement.
A good understanding of the principles and practical application of the town and country planning system and of its regulatory requirements.
A good understanding of legislation and regulatory requirements concerning Listed Buildings and Conservation Areas and best practise in the conservation and enhancement of Conservation Areas.

LCC specific knowledge:
Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
Understanding, implementation and adherence to Our Values.
Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate Plan. 


	Other Requirements

	[bookmark: _Hlk63760605]The hours of work are 37 hours per week, working generally normal office hours Monday to Friday. There is a requirement from time to time to attend and support meetings and consultation events on weekday evenings, and, only very occasionally, on Saturdays.
You will also be required to attend on site on a regular basis, for the purpose of meetings and for general observation and monitoring.


	Additional information

	General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  
As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.
Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.
Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 
Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  
Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 
Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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