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JOB DESCRIPTION
Job Title:


Project Manager – Programme Management Office (PMO)
Salary Grade:


Grade 8
SCP:



31-35
Job Family:


Organisational Support

Job Profile:


OS4
Directorate:


Finance
Job Ref No:


Tbc
Work Environment:

Office based / Agile working

Reports to: 


Strategic Programme Manager
This is a 2-year fixed-term contract to undertake the role of project manager on several projects within the current DfE funded transformation programme.
Project Manager – Programme Management Office (PMO)
Purpose of Specific Role:

The purpose of the role is to:

· Project manage several projects within the current DfE funded transformation programme, including that of Nook Lodge Children’s EOC Children’s Home;
· Work closely with the project sponsors, project leads and programme manager to ensure the effective delivery of projects managed;
· Ensure that projects have all appropriate project management material, including brief, business case, plan, performance framework, risk log, issue log and communication plan etc.
· Ensure that data to measure benefits for projects is available, baselined and monitored on a regular basis to show benefits realisation.
· Report on progress to the Project Boards and programme manager through monthly highlight reports and as required;
· Ensure that where progress against the project plan is not as expected, this is raised through the governance mechanisms in place and appropriate measures are put in place to rectify any identified issues;
· Be an ambassador for the newly formed Together for Children Programme Management Office (PMO) and provide advice and guidance to the wider workforce on project and programme management as required.
Generic Job Description for the post of: Project Manager - Programme Management Office (PMO)
A. Purpose of Job 
Together for Children (TfC) is undertaking a wide scale transformation programme and is delivering projects to help achieve its overarching vision to: “improve the lives of children, and their families, keep children safe from harm, and ensure they have the opportunity to fulfil their potential.”
Working with key project stakeholders, this post is responsible for the development and day-to-day management of projects which contribute to the delivery of the wider transformation programme plan and for dealing with issues that might affect achievement of plans, to achieve agreed outputs and benefits.

B. Key Responsibilities

· Lead on the development, governance and implementation of projects within the Together for Children’s transformation programme.

· Ensure that projects have the appropriate governance structure and material, such as project brief and business case, to support their implementation and monitoring. 
· Manage progress of projects as required and identify/take action to deal with any potential/actual exceptions that might jeopardise the achievement of objectives and benefits, reporting progress to the appropriate Project Board and Programme Manager on a monthly basis.

· Identify, analyse and communicate to Project Boards and other key project stakeholders all interdependencies between projects managed and other activity within the transformation programme.

· Maintain the project risk logs, actively managing risks and issues or escalating to Project Sponsors, as appropriate.

· Manage stakeholder communications to ensure a shared understanding of objectives, milestones and required business change.

· Develop and maintain the project business case and project plans, aligned with the overall direction set out in relevant overarching strategic and programme plans.

· Ensure through project assurance activities the robustness of projects is regularly tested.
· Ensure that projects have appropriate performance frameworks in place and that data to measure benefits for projects is available, baselined and monitored on a regular basis to show benefits realisation.

· Write and contribute to reports and presentations which will vary in length and complexity, summarise reports and disseminate/present their findings.
· Carry out equality impact assessments in relation to projects as required.
· Ensure that appropriate project communication plans are in place and ensure that appropriate consultation and engagement with service users, the public, partners and any other project stakeholders is undertaken as appropriate.
· Liaise with other professionals (e.g. procurement specialists, legal advisors, HR colleagues etc.) to gain relevant advice during the lifecycle of the projects.
C.
Additional Information/Other Requirements

· Other duties and responsibilities allocated which are appropriate to the grade of this post.

· The post will be based within Together for Children’s Finance Directorate.

· The post holder will be required on occasion to travel within the City as required to undertake the role.
D.
Statutory Requirements

In line with the Together for Children’s Statutory Requirements, all employees should:

Comply with the principles and requirements of the General Data Protection Regulation (GDPR) in relation to the management of Together for Children Sunderland’s records and information. Respect the privacy of personal information held by Together for Children Sunderland.

Comply with the principles and requirements of the Freedom in Information Act 2000; 

Comply with the Together for Children Sunderland’s information security standards, and requirements for the management and handling of information; 

Undertake the duties of the post in accordance with the Company’s Equal Opportunities Policy, Health and Safety Policy and legislative requirements and all other Company policies
	PERSONAL SPECIFICATION – PROJECT MANAGER – PROGRAMME MANAGEMENT OFFICE (PMO)



	Essential Requirements


	QUALIFICATIONS
	

	1. Degree or equivalent qualification

	Application Form Interview

	2. Project Management (e.g. PRINCE 2) certification.


	

	KNOWLEDGE AND EXPERIENCE
	

	1. Good working knowledge and experience of project management methodology.

	Application Form Interview

	2. Good working knowledge of local government or the wider public sector.

	

	3. Awareness of change management and business change activities.

	

	4. Good working knowledge of data analysis techniques.

	

	5. Experience of producing clear and concise short reports to managers.

	

	6. Data collection, collation and analysis skills.

	

	7. Basic planning and project management skills.

	

	8. Excellent IT skills.

	

	9. Producing high quality management reports and delivering presentations.


	

	10. Working in partnership and with a wide variety of stakeholders.


	

	11. Knowledge and Understanding of Children’s Services legislation.


	

	12. Knowledge of the Children’s Services market.


	

	13. Experience of working within a Children’s Services environment.


	

	COMMUNICATING
	

	1. Excellent communication skills with proven experience in the delivery of presentations and production of clear and concise reports for senior management.
 
	Application Form Interview

	2. Ability to liaise and communicate with a wide range of partners and stakeholders at all levels.


	

	3. Excellent negotiation and influencing skills.

	

	4. Excellent conflict management skills.
	

	PROBLEM SOLVING AND DECSION MAKING
	

	1. High level analytical skills with the ability to proactively solve problems and seek solutions to complex situations.

	Application Form Interview

	2. Ability to think and plan strategically and make decisions in line with plans, policies and procedures.



	

	3. To be resourceful in the face of challenges.

	

	TEAMWORK
	

	1. Strong partnership skills.

	Application Form Interview


	2. Ability to build effective teams and relationships and achieve results.


	

	OTHER REQUIREMENTS
	

	1. Ability to meet the travel requirements of the post

	Application Form Interview

	2. The ability to work outside of normal working hours to meet the needs of the service.

	

	3. Able to effectively use a PC to prepare documents, record information or input data.

	

	4. Commitment to Equal opportunities

	

	5. Flexibility – an ability to work effectively despite changes in colleagues, settings and environment as well as changing working hours and working weekends

	

	6. Customer Service Excellence – Able to delight customers, deliver high quality tailored services to meet needs and exceed expectations

	

	7. Democratic – Seeks and considers the views of others in setting and deciding plans, activities and progress.


	

	8. Vigour – Works at a fast pace, copes well with higher levels of workload.

	

	9. Listening - Listens to others to assess requirements to respond appropriately and efficiently.
 
	

	10. Innovation - the ability to be creative in working through problems and making decisions.
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