	
Job Description	
	

	

	Job Title
	Project Officer, Offshore Wind Skills Hub

	Department
	Economic Development and Advancement

	Responsible To
	Commercial Partnerships Manager

	Responsible For
	N/A

	Grade
	6

	Location
	Hybrid / Inverness or other UHI partnership location as agreed

	Job Objective

	Supported by £1.17m from the Scottish Government’s Offshore Wind Skills Programme Fund, UHI is establishing the first phase of the UHI Offshore Wind Skills Hub (UHI OWS Hub) in 2026/27.

The UHI OWS Hub will establish a regional, industry-led skills model to expand training capacity, strengthen alignment between education and industry, and provide targeted support to employers and learners across the Highlands and Islands.

The Project Officer will support the successful delivery of the UHI Offshore Wind Skills Hub by coordinating key project activities, managing defined work packages, supporting stakeholder engagement, and ensuring effective monitoring, reporting and communication throughout the project lifecycle.

Working closely with the Project Manager, the postholder will contribute to project planning and implementation, maintain project governance arrangements, monitor progress against milestones, support financial monitoring and reporting requirements, and develop effective relationships with internal and external stakeholders including Academic Partners, industry representatives, funders and community partners.

The role will have responsibility for supporting delivery of employer and learner support initiatives, including apprentice recruitment incentives and bursary/scholarship activity, alongside supporting communications, engagement activities and future development proposals for the Hub.


	Key Duties & Responsibilities
Project Coordination and Delivery
· Support the coordination, development and implementation of the UHI Offshore Wind Skills Hub project, working collaboratively with the Economic Development and Advancement Directorate, OWS Hub Project Manager, UHI Academic Partners, industry partners and the Project Steering Group. 
· Support the delivery of agreed project plans, milestones, outputs and outcomes, ensuring activities remain aligned with project objectives and funding requirements. 
· Maintain accurate project documentation, including project plans, action logs, risk and issue records, and supporting papers for project meetings. 
· Organise and administer project governance meetings, including preparation of agendas, papers, minutes and action tracking. 
· Monitor progress against project milestones and provide updates to support effective project management and decision-making.
· Deputise for the project manager as required

Stakeholder Engagement and Partnership Working
· Develop and maintain effective working relationships with internal and external stakeholders including Academic Partners, industry representatives, employers, funders, government stakeholders and sector organisations. 
·  Facilitate collaborative approaches to project delivery across the UHI Partnership, recognising the diverse needs and circumstances of partners across the Highlands and Islands. 
· Organise and support engagement activities, events and meetings to strengthen relationships with employers, learners and other stakeholders. 
· Represent the project professionally with partners and stakeholders as appropriate.

Employer and Learner Support Work Packages
· Manage the delivery of the employer financial support work package, including the administration, monitoring and reporting of apprentice recruitment incentives in collaboration with relevant partners. 
· Manage and promote a new bursary scheme, in collaboration with the Advancement Team. 
· Ensure appropriate records are maintained in relation to employer, learner, donor and alumni activity, including supporting effective use and development of relevant databases. 

Reporting, Monitoring and Financial Support
· Support monitoring of project performance, including tracking progress against agreed outputs, outcomes, milestones and deliverables. 
· Contribute to the preparation of project reports and updates for the Project Steering Group, Scottish Government, UHI committees and other relevant stakeholders. 
· Support project budget monitoring, maintaining accurate financial records and contributing to preparation of funding claims and financial reporting. 
· Liaise with UHI professional services teams, including Finance, Legal, Grants and Contracts, to support compliance with institutional and funding requirements.

Communications and Promotion
· Coordinate project communications activity, including maintaining project webpages, preparing written content, sourcing case studies and supporting promotional campaigns. 
·  Lead the planning and delivery of events and engagement opportunities with employers, students and partners. 
· Work collaboratively with relevant colleagues to ensure consistent and effective promotion of the UHI Offshore Wind Skills Hub.

Continuous Development and Future Planning
· Contribute to the development of proposals and plans for future phases of the Offshore Wind Skills Hub, including opportunities to secure additional investment and expand project activity. 
· Identify opportunities to improve project processes, engagement approaches and delivery arrangements.


	
Other/General Duties
· To participate in the university’s performance and development review procedure.
· To take due care of yourself and others in respect of health and safety.
· To attend training courses that may be identified as necessary by your line manager.
· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.
· Contribute to UHI's climate, biodiversity, and sustainability goals, including net-zero by 2040

	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is UHI’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement UHI reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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