
 

 

PERSON SPECIFICATION 
ECONOMIC DEVELOPMENT PROJECT OFFICER 

 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Education and     
Key Knowledge 
      
 

 
Educated to degree level or 
equivalent qualification in 
regeneration / economic 
development or related field  
 
IT literate including use of MS Word, 
MS Excel, MS Access, MS 
PowerPoint and use of the internet 
as a research tool. 
 

Knowledge of relevant funding 
schemes. 
 
 

 

 
Evidence of continual 
Professional Development. 
 
Member of accredited 
professional body. 
 
A general knowledge of the 
main issues and challenges 
facing local government. 
 
An understanding of the work 
of Local Enterprise 
partnerships and their roles 
and responsibilities. 
 

 
Relevant Skills and 
Experience 
 

 
Extensive experience of working in 
an economic development, 
community planning or associated 
environment within local government 
or a comparable organisation. 
 
Experience of effective programme 
and project management 
demonstrating achievement of tasks 
to a programme, effective negotiation 
and management to budgets. 
 
Skilled in communication, motivating 
and influencing colleagues and 
partners to achieve aims and 
objectives. 
 
Able to understand, interpret and 
analyse research and intelligence to 
formulate views about priorities and 
programmes. 
 
Excellent written and verbal 
communication skills including the 
ability to produce and present reports 
and briefings to committee and at 
meetings involving other 
directorates, officers, agencies or 
organisations. 
 

 
 
 
 



 

 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Relevant Skills and 
Experience 
Continued 

 
Able to work on own initiative and to 
plan, organise and prioritise own 
work. 
 
Understanding of the wider 
community and economic 
development agenda and how it 
impacts on communities. 
 
Sound analytical and problem 
solving skills. 
 
Knowledge of current issues 
affecting economic development and 
the business environment 
 
Ability to manage competing 
demands, work methodically, to tight 
deadlines, achieve targets and 
respond flexibly to changing needs 
and priorities. 
 
Experience of preparing and 
administrating budget and grant 
funding in respect of regeneration 
initiatives. 
 
Experience of effectively liaising and 
engaging with partner organisations. 
 
Knowledge of implementing 
externally funded schemes and 
initiatives. 
 
Political awareness. 

 
Capable of establishing a high 
degree of personal credibility with 
internal and external contacts at all 
levels. 
 

 

 
 
 
 
 
 
 
 



 

 

  
ESSENTIAL 

 
DESIRABLE 

 
 

Key Competencies 
 
Planning and 
organising 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 
 

 

 
 
Uses information effectively to 
support proposals and conclusions. 
  
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
 
Prioritises effectively. 
  
Plans ahead to meet deadlines. 
  
Anticipates potential difficulties in 
managing workload and identifies 
solutions. 
  
Identifies people’s information needs.  
 
Presents reasoned arguments to 
secure resources for projects to 
proceed. 
 
Gathers information and advice from 
a variety of relevant sources. 
 

 

 
 
 
 
 

 
Customer Focus 
The ability to work 
collaboratively, in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 
 

 
Understands the diverse 
requirements of different 
customer/stakeholder groups and 
manages conflict of concern or need 
effectively between those groups. 
 
Takes ownership of customer issues 
and ensures that they are resolved. 
 
Uses feedback to identify and 
implement ways of improving 
customer service. 
 
Understands who the Service’s 
customers are, and their relevant 
requirements from own area of 
operations and its services. 
 
Considers customer feedback and 
anticipates future customer 
requirements. 
 

 



 

 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Key Competencies 
Continued 
 
Customer Focus 
Continued 

 
 
 
 
Contributes to establishing clear 
customer service and quality 
standards for the Service. 
 
Manages conflict of concern or need 
between different interest groups. 
 
Strives for continuous improvement, 
encouraging and stimulating others 
to achieve high standards. 
 

 

 
Communication  
The ability to use 
interpersonal skills to 
communicate clearly 
and concisely, 
including the ability to 
recognise and 
understand the 
feelings and concerns 
of others. 
 

 
Contributes effectively in meetings. 
 
Maintains confidentiality where 
required. 
 
Presents information clearly, 
concisely, objectively and accurately. 
 
Shares important information 
promptly with all those who need it. 
 
Gathers information and advice from 
a variety of sources. 
 
Presents information in ways which 
promote understanding, both orally 
and in writing. 
 

 

 
Special 
Requirements 
 

 
Flexibility in terms of hours and 
duties. 
 
Self motivated and able to work with 
minimum supervision. 
 
Flexible approach to attendance at 
meetings and willing to travel to and 
attend meetings out of hours at 
various locations within the 
Borough.  
 

 

 
 
 



 

 

  
ESSENTIAL 

 
DESIRABLE 

 

 
Equality 
 

 
Acceptance of and commitment to 
the principles underlying the 
Council’s Equal Opportunities Policy. 

 

 

 


