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Job description

Job title:	Project Officer 

Role:         	Temporary appointment to support a strategically important project

Salary:	£30,000 - £42,000 (Band two - Officer) 	Comment by Jakob Stenkvist: TBC

Accountable to:	Policy Manager 

Contract:	9 months until March 2027 

Location:	Home-based with occasional office attendance as business need dictates (2 Redman Place, London, E20 1JQ)

Introduction
The Human Tissue Authority’s (HTA’s) primary goalrole is to protect public and professional confidence in the safe and ethical use of human tissue.

The HTA is the national independent regulator for organisations that remove, store, and use tissue for research, medical treatment, post-mortem examination, teaching, and public display. We also approve organ and bone marrow donations from living people. With the interests of the public and those we regulate at the centre of our work, we aim to maintain confidence by ensuring that human tissue is used safely and ethically, with proper consent.

Established under the Human Tissue Act 2004, we are an Executive Non-Departmental Public Body sponsored by the Department of Health and Social Care. The Authority’s Chair and Board are appointed by the Secretary of State for Health. The Chair and half of the Board are lay, with the remainder being professionals from groups affected by the legislation. The Authority is supported by an Executive team of 60 staff.	Comment by Jakob Stenkvist: I think there might be more staff now - but we can take out

Job purpose
The Project Officer will play an importnatimportant role in supporting the delivery of the project to implement the EU Substance of Human Origin Regulation (SoHO) in Northern Ireland. This project also aims to support the Department of Health and Social Care (DHSC) in evaluating whether changes to existing UK legislation may be required. 

This role involves supporting and delivering aspects of project management activities, managing weekly project meetings, supporting project reporting, and ensuring the completion of project actions. The role will also contribute to the delivery of key project milestones. This position is important in ensuring effective delivery of the SoHO project. 

Key tasks and responsibilities
The role is multifaceted, requiring good organisational skills, the ability to prioritise, and the ability to work independently and flexibly as part of a small multi-functional team. It will require navigating multiple workstreams to support project management activities and deliver aspects of key project milestones. 

This cross-departmental project requires awareness of the organisations’ strategic priorities and broader considerations of related policy and operational developments in delivering complex and sensitive workstreams in response to, at times, high-profile legislative changes. 

The role holder will support and participate in all activities within the remit of the HTA’s EU SoHO Regulation Implementation project by contributing to and supporting workstreams, including the development, implementation and reporting of activities.

Key objectives
· Provide project management support, the development and maintenance of project documentation, including risk and issues registers and project plans. 
· Support monitoring project progress and reporting on performance against key milestones and deliverables.
· Manage and coordinate weekly project meetings, including preparing agendas, capturing minutes and following up on actions.
· Support project delivery, including effective planning and the delivery of project tasks and milestones.
· Collaborate with internal and external stakeholders to ensure good working relationships, effective communication and engagement.
· Assist in tracking and managing project budget and resources as required. 
· Ensure adherence to HTA’s policies, processes and governance frameworks. 

Person specification

Qualifications and experience 

Essential

· Degree qualified or equivalent relevant work experience
· Experience in supporting project management within a public sector, regulatory or similar organisation or setting - including maintaining project documentation and supporting delivery to deadlines
· Ability to communicate effectively with professionals at all levels and in a variety of formats 
· Ability to work collaboratively with influential stakeholders – including being able to tailor communication to the audience
· Ability to work effectively, independently and constructively, providing support within a varied and flexible team. 
· Ability to reflect on project delivery challenges and identify lessons learned
· Excellent written and verbal communication skills 
· Strong organisational and administrative skills, with attention to detail – in particular in regards to maintaining project documentation and trackers
· Strong computer literacy and familiarity with MS Outlook, Excel and Word to manage actions, track progress or maintain project records
· Must demonstrate initiative and a proactive approach to work
· 

Desirable

· Familiarity with project management methodologies such as PRINCE2 or Agile
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