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SERVICE:
Regeneration and Local Services
SERVICE GROUPING:
Direct Services – Environment and Design


	1. 
	POST TITLE:

	Durham Woodland Revival Programme Manager

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	11
Job Evaluation Ref No:  N101207  


	4. 
	LOCATION:
	Your normal place of work will be County Hall, Durham. However, you may be required to work at any council workplace within County Durham.



5.
RELEVANT TO THIS POST: 
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
Disclosure & Barring Service:    
N/A
  6.
ORGANISATIONAL RELATIONSHIPS:
The post holder will report to Environment & Design Manager.  Strategic overview, high level influencing and decision making on behalf of the Partnership will be provided by the Partnership Board.

7.
DESCRIPTION OF ROLE:
The National Lottery Heritage Fund (NLHF) has awarded Durham Woodland Revival £432,700 to bring together organisations from the forestry sector to develop woodland habitat networks through better managed forests, new planting and community involvement across a targeted area of 200 km2 in County Durham.  Employed by Durham County Council on behalf of the partnership, this post will be responsible for coordinating the delivery of this 4-year programme worth over £820,000 in total.

The DWR Programme Manager will direct and manage the project programme and the delivery team consisting of a Woodlands Officer and Community Engagement Officer. The Manager will be project champion and act as the focal point for the Partnership, co-ordinating the communication and shared activities of the partners and the formal reporting and contractual responsibilities, especially to HLF.

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:

· Provide leadership and direction to the Durham Woodland Revival delivery team comprised of Forestry Officer and Community Officer in line with Durham County Council’s procedures.
· Develop and maintain an overview of the programme of projects, ensuring delivery of the Durham Woodland Revival Activity Plan submitted to HLF for stage 2 approval. 

· To be responsible for the overall financial management of the Durham Woodland Revival finances.

· Oversee and guide the project work to ensure that it meets consistently high standards and is delivered on time and within budget.

· To be responsible for driving the coordination of all Project monitoring, reporting and accounting responsibilities. Prepare annual and quarterly reports for the Project’s Partnership Board and the Heritage Lottery Fund, and other match funders.

· Confirm and secure match-funding arrangements with project partners for years 2 – 4 of the project. 

· Oversee and ensure proper procurement arrangements for the scheme. 
· To drive and coordinate a programme of effective regular liaison with the project partners.
· Prepare annual implementation plans and staff work programmes, including those within key partner organisations. 

· Prepare and disseminate high quality and inspiring information and reports for meetings and workshops, to members, to the local community and to the media.

· Manage a programme of communications activity, (although much of the day-to-day activity will be the responsibility of the team members).

· Act as project champion to raise the profile at a local, regional and national level.  Build and promote the Partnership and its relationship with organisations and key decision makers to enable Durham Woodland Revival to develop its reputation and influence.  This will involve ‘growing’ the existing project partnership, developing new working relationships with community groups and organisations that are not yet wholly engaged.

· Influence the continued growth of the project beyond the HLF programme. 

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification:  Durham Woodland Revival Programme Manager (Grade 11)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· A degree or equivalent in a relevant subject
	· Membership of (or working towards) a relevant professional institute 
· Evidence of maintaining Continuous Professional Development
· Project/financial management qualification
	Application form

Selection Process

Pre-employment checks



	Experience
	· Experience of staff and budget management.  Must be able to manage complex budgets. 

· Experience of developing large-scale projects and partnerships and working with a wide range of different organisations and people from different sectors.

· Proven ability to forge, influence and maintain successful partnerships with a wide range of individuals and organisations. 

· Collating information, report writing and making recommendations for action.

· Experience of successful funding applications.


	· Experience of delivery HLF programmes

· Experience and understanding of forestry and woodland management

· Experience of using project management techniques

· Understanding of regional and local governance structures and roles. 

· Experience of using databases and Geographical Information Systems

· Experience of working with communities and volunteers

· A broad understanding of publicity and promotion including the use of social media.


	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	· Excellent interpersonal skills, high motivation and experience of operating as a team leader.

· High standard of IT skills

· A clear ability to lead others and enhancing of the project’s reputation locally and regionally. 

· Experience of and the confidence to use your own initiative to implement sound solutions, within a risk management framework.

· A strong and clear sense of direction to lead the project and its partners.

· A proactive approach to work planning and prioritisation with a strong ability to inspire and motivate others.  Well-developed advocacy skills are required to ensure that the project achieves its potential to influence.  

· Must be reliable, efficient and able to demonstrate sound judgement.  Able to adopt a highly flexible and innovative approach to dealing with a range of issues and problems. 

· Communicate clearly, verbally and in writing to diverse audiences.  


	
	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· Must be able to work outside of normal working hours.
	
	Application form

Selection Process

Pre-employment checks
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