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 Job description
	Corporate Delivery Project Officer

	Immediate team
	Corporate Delivery Team

	Service team
	Policy and Programmes

	Line manager’s job title
	Corporate Delivery Team Leader

	Number of direct reports
	None

	Salary and grade 
	Grade 6, £46,402 - £52,892 per annum (from 1 April 2026)

	Duration of role
	Fixed term contract for up to 12 months (maternity cover)

	Hours per week
	37

	Location
	The designated office base is Abbey House, Abingdon. The councils operate in a truly flexible, and hybrid way where the focus is on outcomes not where you work.

	Employing council
	South Oxfordshire

	Probationary period
	Six months

	Notice period
	One month

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	February 2026


	About the role and what we’re looking for

	We are seeking an organised, efficient and experienced project officer with fantastic communication skills to join our Programmes Team.  This is an exciting role to deliver projects and assist in providing project management expertise and support across the councils.

You will need to be able to show that you can work effectively and efficiently and deliver projects to deadlines.  You will also need the communication and persuasion skills to transform our approach to project management and provide help and support to other service teams. 

You’ll need to be highly proactive and have the ability to tactfully prioritise your projects with colleagues in a busy environment.

Main duties and responsibilities

· taking specific responsibility for delivering major and complex projects within your allocated project caseload

· use the councils project management methodology to deliver projects on deadline and budget across council departments 

· ensure that appropriate authority and governance signoffs are designed into project plans and are obtained as projects progress

· liaise with colleagues, senior managers, councillors and external stakeholders to ensure that projects progress in a timely and prioritised manner and arrange and chair meetings as appropriate

· maintain accurate records and update project plans governance documentation as necessary

· provide support, assistance and training to colleagues across the councils regarding the project management methodology and on the practical elements of delivering projects

· to provide costing and budget projections for projects and monitor spend against the project budget

· develop effective working relationships internally and externally, with colleagues in both councils, with councillors, partners and the community

· writing formal and project update reports and presentations for head of service and service manager as required 

· attending formal meetings such as Cabinet or full Council (as required).

The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post.



	About you

	Your essential qualifications

1. educated to degree level or equivalent, or equivalent level of experience

Your essential skills, knowledge and experience

2. experienced and skilled in project management and a well organised, completer finisher

3. excellent time management and prioritisation skills with effective negotiation, communication and presentation skills with an ability to liaise effectively with people at senior level in organisations
4. dynamism and drive, be a proven self-starter, enthusiastic, proactive and determined with a flexible approach and able to pick up new tasks quickly using own initiative

5. experience of planning and managing budgets

6. excellent literacy and numeracy including report writing skills

If you have the following experience or qualifications – it’s a bonus 

7. a project management-based qualification 

8. experience of working in a local government environment

Your style and behaviours

9. self motivated and enthusiastic 

10. good self-presentation and confidence

11. strong organisational skills, effectively managing competing priorities

12. positive and clear communication skills

13. a can-do attitude

14. ability to act on own initiative

15. work with minimal supervision but also work as part of a team

16. ability to achieve targets and deadlines 

17. strong and clear oral and written skills

18. ability to identify and then resolve problems 

19. ability to work flexibly and respond quickly when priorities change

20. diplomacy and tactfulness, particularly when dealing with difficult situations or angry customers



	Work related requirements:

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	Yes

	Politically sensitive post
	No

	DBS check required
	No

	Full driving licence and use of a car for work
	No

	This role requires you to drive a company vehicle for work
	No

	About us

	Our Vision
We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.



	The benefits we offer

	· A basic 26 days annual leave per annum, rising to 31 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 
· A generous career average pension scheme which includes life insurance of three times your salary

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· Various schemes to keep you healthy (reduced gym membership, free swims, free eye tests for DSE users and more)

· We give you two days per year to volunteer within the local community.

· A range of resources, support, and activities to help you maintain your wellbeing including a monthly wellbeing hour in addition to annualised hours (the ability to work flexibly as long as, over the course of the year, you complete your contracted hours) and annual leave.



	How to apply

	Having read about our role if you have any questions please email Ben Coleman at Ben.coleman@southandvale.gov.uk
If this job excites you, please complete our online application at https://myrecruitment.southandvale.gov.uk/
We look forward to hearing from you.
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