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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – Keeping great service delivery at the heart of everything we do
· Personal Growth – Learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme. 
· Essential Monthly Car User Allowance

For further information about all the benefits we offer, please click HERE.


	
ABOUT THE JOB

As a Public Health Project Officer, you will work as part of a busy Public Health and Public Protection Department, providing high level confidential project and administrative support to Senior Management and the wider team.
 
More specific responsibilities include:

	· Responsibility for supporting with delivery of various Public Health Projects, ensuring applications are processed within project guidelines and an effective recording and monitoring system is maintained.
· Have knowledge of project management processes, project administration and the use of specialised IT systems.
· Produce reports and statistical information as required by the Public Health Team.
· Support Senior Management to gather evidence and intelligence that underpins project development and delivery.
· Assist in implementing and monitoring the division’s processes and procedures.
· Communicate with stakeholders  and provide specific administration in line with the business requirements of the public health team.
· Manage and organise the diary of senior managers in the Public Health Team.
· Arrange and co-ordinate internal and external meetings, prepare necessary documentation and ensure all attendees receive the appropriate materials in advance.
· Provide support, advice, guidance and information to senior managers on all administration matters.
· Assist in the administration of financial transactions in Public Health  including placing orders, raising external invoices, paying invoices from providers, goods receipting and dealing with queries.
· Respond to routine enquiries regarding Public Health Services and take action as appropriate. 
· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.


	About You

	For this role you must have 5 GCSE’s or equivalent.

In addition, we are looking for candidates with the following attributes:  
· Project Management – Experience in managing projects.
· Interagency Collaboration – Experience in working with multiple agencies and forming partnerships.
· Performance Management – Understanding and experience in monitoring and managing performance systems.
· Local Authority and NHS knowledge – Familiarity with local authority and NHS systems and the ability to navigate them effectively.

As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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