
Job Description

Post Title: High Streets Heritage Action Zone (HSHAZ) Project Officer

Post Number: CD10

Grade: Grade I, SCP 32

Section: Growth, Economy & Delivery

Department: Planning and Regeneration Department

Responsible to: Growth, Economy and Delivery Group Manager

Liaison with: Businesses, Officers at all level in the Council, consultants and
members of the Cullompton Town Centre Partnership

The position is for a fixed term contract until March 2024.

Key Corporate Accountabilities:

You will be responsible for the effective management and delivery of the Cullompton High
Streets Heritage Action Zone (HSHAZ) project. The post holder will be the lead officer,
working in partnership with a multi-disciplinary team, responsible for the delivery of the
HSHAZ programme and its component projects, ensuring that it is managed in accordance
with the objectives and requirements of Historic England (HE) and Mid Devon District
Council.

Key Duties and Accountabilities:

The post holder’s responsibilities will include:

 To project manage the delivery of the Cullompton HSHAZ Programme Design

(Delivery Plan)

 To lead in the development, management and delivery of projects within the

HSHAZ scheme to agreed timescales and methodologies working effectively in

partnership with council officers.

 To lead on the implementation and delivery of project milestones

 To manage budgets for the HSHAZ programme, including day to day financial

administration and control of the grants scheme, with the support of district council

finance officers

 To ensure the programme meets all financial, budgetary and audit requirements of the

Council and Historic England



 To ensure that the HSHAZ programme is effectively monitored, and that all deadlines,

timescales and targets are met.

 To support the Partnership Steering Group and HSHAZ Working Groups by co-ordinating

regular meetings and ensuring effective communication between all partners and

participants.

 To liaise with Historic England and other stakeholders on matters related to the

HSHAZ

 To prepare and present formal reports to the Partnership Steering Group, Project

Working Group, HE and other stakeholders as required

 To work effectively in partnership with council officers and external organisations to secure

the delivery of HSHAZ initiatives

 To organise and deliver any relevant heritage, community or educational events as

part of the HSHAZ programme

 To deal with enquiries from members of the general public, internal and external

partners relating to the HSHAZ programme, providing advice where possible and

re-directing when necessary

 To lead on the procurement of specialist advice and technical support

 To produce detailed grants guidance

 To promote and publicise the HSHAZ grants scheme to potential applicants and

other stakeholders.

 To work with building owners, stakeholders, MDDC Conservation Officers, specialist

consultants and contractors to bring forward successful grant applications and

associated planning applications, ensuring compliance with Historic England

requirements and the objectives of the Heritage Action Zone programme as a whole

 Assist building owners (including the Council) in the appointment of appropriate

architects or building surveyors, structural engineers, quantity surveyors, and the

like, with the necessary skills and experience of working with historic buildings.

 To assist colleagues in ensuring all site works to historic buildings in the HSHAZ

area are carried out to a high standard in accordance with approved grant

applications and planning permissions.

 To liaise with specialist consultants and technical advisors to develop detailed

renovation and refurbishment schemes

 To monitor the delivery of works and ensure compliance with statutory and

programme guidance.

 To project manage and co-ordinate HSHAZ projects across the whole scheme



 To engage and liaise with local volunteers and community organisations to facilitate

and develop opportunities for collaboration in pursuit of the HSHAZ objectives

 To support the delivery of a cultural programme as part of the HSHAZ scheme

 To develop a volunteer ‘Heritage Warden’ scheme.

 To undertake any other duties appropriate to the post.

OTHER DUTIES:

In order to deliver services effectively, a degree of flexibility is needed and the post holder
may be required to perform work not specifically referred to above. Such duties, however,
should not normally exceed those expected of an employee at that grade.

HEALTH AND SAFETY:

The Council has a Health and Safety Policy, which outlines its responsibilities as an
employer, and the responsibilities of its employees in respect of health and safety. All
employees need to be aware of this policy and comply with its content.

RISK MANAGEMENT:

All employees need to have an awareness of risk management and are responsible for
ensuring that they manage risk effectively in their job and report hazards and risk to the
Senior Manager.

DATA PROTECTION:

It is the responsibility of the post holder to ensure that requirements for compliance with
the Data Protection legislation are met.

SINGLE EQUALITY SCHEME:

The Council has a Single Equality Scheme which gives clear guidance on the
responsibilities of both the employee and the employer. All employees must be familiar
with and comply with all aspects of the Scheme.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS:

The Council has a Safeguarding Policy, which outlines its responsibilities and the
responsibilities of its employees.  All employees need to be aware of this Policy and
comply with the contents.

Date: November 2019



PERSON SPECIFICATION

ESSENTIAL DESIRABLE

Qualifications

and Experience:

 A relevant qualification and

experience in one or more of the

following: Project Management,

Planning, Building Conservation;

Heritage / Conservation, or

Architecture, or significant

relevant experience.

 Experience in advising on

proposals affecting listed

buildings and conservation

areas

 Prince 2 or related project

management qualification

 Experience of working with and

co-ordinating multiple

stakeholders within a project

environment.

 Membership of Institute of Historic

Building Conservation (IHBC)

 Experience in working in the

context of town centre

regeneration

 Experience of managing and

administering grant funded

programmes.

 Experience of working with

volunteers and community

organisations

 Experience of working

successfully in a partnership

environment and obtaining the co-

operation and buy-in of a wide

range of people and

organisations.

Knowledge and

Expertise:

 Knowledge of project

management processes

 Sound working knowledge of

conservation and historic

building matters

 Knowledge of planning legislation,

regulations and procedures

 Knowledge of a range of historic

building funding streams

Skills:  Excellent time management and

organisational skills

 Demonstrable skills in Project

Management

 Ability to manage project

budgets, including procurement

and monitoring

 Demonstrable skills in

negotiation

 Experience and competence in

using a PC and software

packages such as the Microsoft

Office suite

 Ability to work effectively within a

multi-disciplinary team and to

work corporately with other

service areas and/or departments

to achieve common goals.

Personal

Attributes:

 Excellent communication skills

with the capacity to understand

and express complex issues

both verbally and in writing

 Flexibility and adaptability to

work as member of a team

 Self-motivated with an ability to

use own initiative



ESSENTIAL DESIRABLE

 An ability to manage competing

priorities and to work

independently to tight deadlines

 Politically sensitive and

diplomatic

 Enthusiasm and the ability to

motivate others

Special

Requirements

 To be able to demonstrate

mobility to travel throughout the

District.
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