B BORDERS COLLEGE &

JOB DESCRIPTION

| Job Title | Project Delivery Officer ‘
| Post Holder | ‘
| Accountable To | Programme Manager ‘

| Responsible For | ‘

| Department | Corporate Services |

Overall Purpose of Job

The Project Delivery Officer is responsible for supporting the successful planning,
delivery and evaluation of projects that contribute to the College’s strategic objectives.

The role ensures projects are delivered on time, within scope, budget, and quality
expectations through effective project coordination, stakeholder engagement,
governance, and risk management.

To co-ordinate project activities, monitor progress against agreed milestones, procure
project documentation and reporting, facilitate workshops and meetings, and support
decision-making through analysis of data, business processes, risks and benefits.

A key element of the role is undertaking business improvement activities to understand
the business needs, define requirements, evaluate current processes and identify
opportunities for improvement.

Main Duties and Responsibilities

Project delivery

1. Support the successful delivery of strategic projects and change initiatives that
contribute to the College’s strategic plans and operational objectives.

2. Produce and maintain project documentation, including project briefs, project plans,
requirement specifications, risks and issue logs, action trackers, and progress
reports.

3. Coordinate project activities, ensuring agreed milestones, timescale, budget and
quality standards are achieved.

4. Facilitate workshops, meetings, and stakeholder engagement activities to gather
information, build consensus, and support project delivery.

5. Coordinate user acceptance testing (UAT) where appropriate and implementation
activities to ensure solutions meet business requirements and are fit for purpose.
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6. Support change management activities, including communication planning,
stakeholder engagement, training coordination, and implementation planning.

Business improvement
7. Engage with colleagues across the college to understand operational requirements
and support the development of effective business solutions.

8. Analyse existing business processes, develop process maps and requirement
specifications.

9. Collect, analyse, and interpret data to support evidence-based decision-making,
measure project outcomes, and evaluate benefits realisation.

10. Identify opportunities and recommend solutions that improve services, systems and
processes to improve efficiency, enhance learner experience and support digital
transformation.

Competency and behaviours
11. Maintain effective relationships with internal departments, external partners, and
suppliers as appropriate.

12. Support procurement activities associated with projects, ensuring compliance with
the College's Financial Regulations, procurement procedures, and relevant
Scottish public sector procurement legislation.

13. Support compliance with college policies, governance arrangements, quality
assurance processes, data protection legislation, equality legislation, and funding
body requirements.

14. Contribute to the development and continuous improvement of project
management and business analysis standards, templates, and processes across
the College.

15. Promote a culture of collaboration, innovation, continuous improvement, and
excellent customer service in support of the College's strategic ambitions.

16. Undertake any other duties appropriate to the grade of the post, as reasonably
required by the Programme Manager

The above mentioned duties and responsibilities represent the current situation
and may change over time to reflect the changing needs and requirement of the
College.

Signed ... e DATE
(Staff Member)
Signed ... Date

(Line Manager)




JOB & PERSON SPECIFICATION

QUALIFICATIONS Essential or
Desirable

Educated to SCQF level 9 or equivalent Essential

Professional qualification in project / programme management or Desirable

equivalent

Evidence of continual professional development relevant to project Desirable

management, business analysis and/or organisational change.

KNOWLEDGE Essential or
Desirable

Project management principles and methodologies. Essential

Project lifecycles and the processes involved in delivering projects from | Essential

initiation to completion.

Understanding of business analysis techniques, including requirements | Desirable

gathering, process mapping, stakeholder analysis, and business

process improvement.

Governance arrangements within the public sector. Desirable

EXPERIENCE Essential or
Desirable

Demonstrable experience in project management roles or equivalent. Essential

Proven ability to successfully implement several projects concurrently Essential

within timescale and budget

Experience of undertaking business analysis activities, including Essential

gathering and documenting business requirements, analysing

processes, and identifying opportunities for improvement.

Experience of developing Business Cases Desirable

Experience of working within the further or higher education sector or Desirable

another public sector organisation.

Experience of supporting compliance with equality, diversity and Desirable

inclusion requirements, accessibility standards, and public sector

legislation within project delivery.

INTERPERSONAL SKILLS AND ABILITIES Essential or
Desirable

Excellent interpersonal and relationship-building skills with the ability to | Essential

work with colleagues at all levels.

Excellent facilitation skills, with the ability to lead meetings, workshops, Essential

and stakeholder engagement sessions to achieve positive outcomes.

Strong analytical and problem-solving skills, with the ability to identify Essential

practical solutions and make evidence-based recommendations.

Ability to adapt to changing priorities and respond positively to Essential

organisational change.

Effectively managing external third-party dependencies including Desirable

agencies, contractors, suppliers, consultancy bodies




OTHER ABILITIES/QUALITIES Essential or
Desirable

Strong planning and organisational skills Essential

Ability to meet deadlines whilst managing competing demands Essential

Committed to delivering high-quality services and achieving positive Essential

outcomes for learners, staff, and stakeholders.

Demonstrates initiative and a proactive approach to identifying Essential

opportunities for improvement and innovation.

Demonstrates a commitment to maintaining high standards of Essential

information governance and compliance with college policies, relevant

legislation, and statutory or regulatory requirements.

Commitment to continuous professional development Desirable

ATTITUDES AND BELIEFS Essential or
Desirable

Commitment to high professional and personal standards of work and Essential

conduct

Demonstrates a commitment to the College's vision, values, and Essential

strategic objectives

Demonstrates enthusiasm for supporting organisational change and Essential

contributing to the College's future development.

WORK-RELATED CIRCUMSTANCES Essential or
Desirable

The ability to be flexible and provide support to other team members Essential

Interest in emerging technologies, digital innovation, and continuous Desirable

improvement within the further education sector.

Ability to travel between Borders College sites and wider. Desirable
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