[image: A picture containing logo

Description automatically generated]

Cumbria Fire & Rescue Service

[image: Shape

Description automatically generated][image: Shape, circle

Description automatically generated]PG 8839

Post SpecificationOrganisational Support



	Date
	April 2026

	Post Title
	Project Support Officer

	Job Family Role Profile
	Organisational Support

	Final Grade
	OS9


To be read in conjunction with the job family role profile

	Purpose of this post 

	
The post will work as part of the Cumbria Fire & Rescue Service Programmes Team to:  
· deliver effective, efficient support to all aspects of the management and administration of projects/programmes.
· engage and support colleagues and other departments to develop and deliver project / programme objectives through planning, co-ordination, progress monitoring and support
· Support the Project Delivery Lead and wider team in the development and changes of services in line with the Service’s strategic priorities.
· liaise with and facilitate engagement with partner organisations including third sector to establish effective and collaborative working.


	Key job specific accountabilities

	1. Provide professional project support to sponsors, project leads and teams on a range of allocated projects/programmes. 

2. Establish consistent, fit for purpose processes and working practices such as status reporting, planning, risk/issue management etc, in line with the Service’s project management framework and associated tools, and promote the value and benefits of these.

3. Collect, analyse and report on project specific information to meet stakeholder requirements, updating routing monitoring data and generally maintaining programme data and information.

4. Provide support to team in planning and organising project/programme boards, workshops, events etc and provide direct support to meetings, where required.

5. Provide assistance to project teams in the use of available software tools for document and information management and project/programme reporting etc e.g. Teams, SharePoint, PowerPoint, Word, Excel etc.

6. Be proactive in identifying opportunities for improvement and / or simplification of project processes and seek to implement these, sharing good practice across all projects/programmes.

7. Provide project support to deliver strategic and operational projects across the Service.

8. Establish and maintain effective relationships with project sponsor/owners, managers, and other stakeholders.

9. To prepare briefing notes, decision documents and formal reports as required.

10. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.


	Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget Responsibilities
	· None

	Staff Management Responsibilities
	· None

	Other
	· None

	Essential Criteria - Qualifications, knowledge, experience and expertise

	Qualifications
· Educated to NVQ Level 3, or equivalent experience or knowledge in the relevant work area.

Knowledge
· Knowledge and experience supporting projects and / or programmes of change using formal project management methodology / processes.

Experience
· Successful experience of coordination, planning and supporting of projects.
· Developing and maintain effective working relationships with a wide range of stakeholders.
· Development and implementation of policies / procedures.
· Ability to work on own initiative and to work as part of a team.
· Ability to work under pressure and to effectively manage competing priorities and deadlines.
· Ability to undertake research and analyse data, with excellent written / verbal communication and presentation skills.
· High level of communication skills and the ability to write clear, concise and coherent reports.
· A high degree of computer literacy, including knowledge and experience of working with the M365 applications including Word, PowerPoint, Excel, Teams and SharePoint.


	Disclosure and Barring Service – DBS Checks

	· This post requires a standard DBS check

	Job Working Circumstances

	Emotional Demands
	· Ability to work under pressure

	Physical Demands
	· Involvement in projects which may receive strong opinion and / or opposition from those potentially affected.

	Working Conditions
	· Predominantly office based, with minimal physical demands.

	Other Factors

	· None
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