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Job description
Strategic Projects and Business Coordinator
·    Grade:            PO1
·    Reports to:      Strategy and Change Delivery Lead
·    Direct reports: None
·    Your team:      Quality and Improvement 
·    Service area:   Strategic Programmes and Strategy
·    Directorate:     Children and Young People

		Special requirements of the post

	Workstyle: Front facing (high presence, three to four days a week)

	This post requires an Enhanced DBS check.

	This post is designated as politically restricted.





Overview of the role
The Strategic Projects and Business Coordinator provides a comprehensive project, business and administrative support function across strategic programmes, partnership activity and service improvement priorities within Children and Young People. Working across teams, services and, where required, partner organisations, the post plays a pivotal role in enabling effective programme delivery through high-quality coordination, governance support, reporting, financial administration and day-to-day business management. The role supports programme and operational leads to organise and monitor delivery activity, maintain accurate records and audit trails, coordinate management information and returns, service boards, panels and meetings, and ensure that documentation, communications and systems are well managed. It also contributes to responsive, resident-focused services by supporting enquiries, information requests, payments processes, engagement activity and continuous improvement of administrative and business processes, while working flexibly across changing priorities and a complex organisational environment.
Key responsibilities
· Provide high-quality project, business and administrative support across strategic programmes and service priorities.
· Coordinate reporting, management information, data and returns to support delivery and decision-making.
· Support governance processes by servicing boards, panels, meetings and tracking actions.
· Maintain organised records, documents, systems and audit trails to support effective programme and business management.
· Process and monitor payments, financial records and budget information accurately and on time.
· Act as a key contact for stakeholders, enquiries and communications, building effective working relationships.
· Coordinate meetings, events and engagement activity, including logistics, papers and follow-up actions.
· Create, edit and distribute clear, accurate business documents, presentations, updates and communications.
· Support responses to complaints, correspondence and information requests within agreed timescales.
· Maintain confidentiality and handle information in line with data protection and records management requirements.
· Assist with diary coordination, scheduling and other practical arrangements for leads and programme activity.
· Identify and support improvements to administrative, financial and business support processes.
· Contribute to continuous improvement, compliance and flexible cross-team support across changing priorities.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience and skills 
	Point
	Criteria description
	Essential/desirable

	1
	NVQ Level 2 or above in Business Administration, equivalent demonstrable work-based experience, or a relevant professional qualification in project, business or programme administration.

	Essential

	2
	Strong literacy and numeracy skills, with the ability to produce accurate, well-structured business documents, reports, correspondence and presentations for a range of audiences.

	Essential

	3
	Demonstrable experience of providing high-quality project or business support, including coordinating reporting, governance processes, records management and administrative systems within a busy service environment.

	Essential

	4
	Experience of organising and servicing meetings, boards, panels or events end to end, including agendas, papers, note taking, action tracking and follow-up coordination.

	Essential

	5
	Ability to collate, analyse and present data, management information and simple research findings clearly and accurately to support delivery, reporting and informed decision-making.

	Essential

	6
	Proficiency in Microsoft 365 applications, especially Outlook, Word, Excel, PowerPoint, Teams, SharePoint and OneDrive, with confidence in using databases, case management systems or other digital record-keeping tools.

	Essential

	7
	Ability to manage payments, financial records, reconciliations and related documentation accurately, maintaining robust controls, confidentiality and clear audit trails.

	Essential

	8
	Excellent interpersonal and communication skills, with the ability to build effective working relationships and deal sensitively, diplomatically and confidentially with a wide range of stakeholders.

	Essential

	9
	Ability to plan, prioritise and work flexibly under pressure, managing competing deadlines, changing priorities and a varied workload with minimal supervision.

	Essential

	10
	Understanding of equity, diversity and inclusion, and the ability to provide a culturally sensitive, trauma-informed, resident-focused and non-discriminatory service.

	Essential

	11
	Experience of working across multiple service areas, partner organisations or governance arrangements within a large, complex or multi-agency environment.

	Desirable

	12
	Experience of supporting children’s services, family support, safeguarding, health or other resident-focused public service programmes, projects or partnerships.

	Desirable


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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