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JOB DESCRIPTION

Post Title
Project  Manager

Pay
Day rate based on Agenda for Change Grade 7

Hours
37½ hours per week
 
Location
Home with ability to travel around the East of England regularly
Responsible to
Programme Manager

Accountable to

Programme Manager, Programme Board(s)



Liaison with
EDC Staff, particularly the Programme Office Project Stakeholders            


Context

Eastern Development Centre supports improvements to health and social care across the East of England. The Development Centre has a range of programmes commissioned by the NHS, ADASS and Department of Health in the region. The development centre provides programme and project management, improvement tools and techniques and specialist expertise for a range of development and improvement programmes. 
Operational systems for the development centre have been developed to OGC standards informed by Prince 2 and MSP methodologies for project and programme management. 
The development centre is hosted by North Essex Partnership Foundation NHS Trust with staff working from a main administrative base in Colchester as well as other locations across the region.
Job Purpose
· To develop, manage and support the implementation of a range of projects using PRINCE 2 methodology to achieve required quality outcomes/outputs in time and within budget.
· Provide support to Programme Manager and facilitate/maintain progress of specific projects

Key Duties and Responsibilities
1. Manage specific projects within programmes ensuring compliance with PRINCE 2 methodology and EDC internal operating standards.
2. Ensure the effective management and delivery of all aspects of projects from scoping through option appraisal, implementation, performance management and evaluation.

3. Ensure that projects are effectively monitored and deliver desired results, outcomes and outputs to timescale.
4. Manage delivery  of required products from the project.
· Produce the Project Initiation Document.
·   Produce appropriate plans, gain approval and manage them as well as managing risk.  
5. Prepare highlight reports, end stage reports, exception reports and end project reports as required.
6. Maintain risk register, issues log and lessons learned log.

7. Liaise effectively with programme management and escalate issues where necessary.

8. Work with, and support, lead officers to agree project scopes, priorities, deliverables, added value and resource implications.

9. Ensure that any issues arising from interdependencies between projects are highlighted and dealt with.
10. Ensure project board(s) are aware of the key aspects and required deliverables of each project .

11. Analyse business and performance information to evaluate against identified targets and standards.
12. Provide challenge to project groups, developing radical and robust solutions and act as catalyst for change ensuring solutions and outcomes are based on recognised best practice and innovation.

13. Ensure the development of proactive and effective communications and involvement mechanisms for a range of interested parties including stakeholders, commissioners, service users, carers, the public and other staff.

14. Present project information in a clear way to a range of Stakeholders and involved groups using a range of communication media.  Make formal presentations as required about the projects and progress against milestones.
15. Communicate sometimes sensitive information about performance and change as part of the project.

16. Manage resources and budgets pertinent to those projects being worked on.

17. Ensure compliance with standing financial instructions and EDC policies in connection with the management of revenue and capital budgets (if relevant).

18. Represent the EDC and the Programme Manager as required at regional meetings and events.

19. Authorise expenditure on programme budgets within EDC financial systems.

Please note that this job description is an illustration of the duties and responsibilities that the post holder may be expected to undertake as part of their normal duties. It is not an exhaustive list and the post holder will therefore be required to undertake other responsibilities and duties that are commensurate with the job band.
General responsibilities of all employees 

· All employees are subject to the requirements of the Health and Safety at Work Act. The post holder is required to ensure, as an employee, that his/her work methods do not endanger other people or themselves. 

· All employees are subject to the requirements of the Data Protection Act, and must maintain strict confidentiality in respect of patient and staff records. 

· All employees must comply with the EDC’s Equal Opportunities Policy and must not discriminate on the grounds of race, colour, nationality, ethnic or national grounds, sex, marital status, disability or any other grounds which cannot be shown to be justifiable. 

· All duties, tasks and responsibilities will be carried out in accordance with the relevant policies and procedures of the Eastern Development Centre, NHS East of England and North Essex Mental Health Partnership NHS Foundation Trust.

· All matters relating to the development centre, partner organisations and NHS East of England are confidential.  Any breach of confidence beyond the respective organisations would be treated very seriously and could result in disciplinary action.  Breach of confidentiality regarding personal information about staff or service users, if proven, is likely to result in summary dismissal.

· The EDC has adopted the ‘No Smoking at Work’ policy of North Essex Partnership NHS Foundation Trust. The consumption of alcohol and/or any illicit drugs during working hours is not permitted.
PERSON SPECIFICATION: 
	Qualifications

	· Degree level qualification or equivalent experience in a relevant area  

· Evidence of professional development and application of new learning in the workplace

· PRINCE 2 Practitioner Level. 

· Credible experience in a management role in a relevant field to the programme and project area

· Experience of improvement methodologies relevant to project delivery (e.g. training and facilitation, specific service improvement methods, event co-ordination, etc.)



	Experience

	· Experience of successfully planning, developing and managing projects 

· Experience of working within a complex environment

· Experience of working with colleagues at a senior level in organisations e.g. CEs, Directors and Boards

· Experience of effectively managing budgets and contracts with external providers 

· Proven managing change.

· Experience of policy development and implementation
· Experience of working in an environment relevant to the project delivery area

· Experience of delivering focused work to tight timescales. Able to work quickly and effectively under pressure


	Skills and Abilities

	· Excellent analytical and numeric skills

· Ability to work both autonomously and as part of a team
· Excellent organisational skills. Able to manage people and resources
· Effective decision making skills. Good problem solving skills.
· Proven ability to effectively engage, influence and ensure commitment of stakeholders at all levels, with credibility and authority
· Excellent communication skills, verbal and written with the ability to communicate at all levels within and across professional and organisational boundaries
· Ability to understand public sector policy and reform (NHS and local government)

· Excellent IT skills to include e-mail, internet, word processing and Power Point, and to be able to use/learn to use Project Management software

· Be able to take a thorough, methodical and systematic approach to project management

· Good team worker including being able to work in a virtual team

· Ability to handle complex and sensitive information

· Able to gain confidence and influence services

· Significant analytical skills to enable the interpretation of complex situations/data

· Ability to develop effective relationships with stakeholders



	Personal Attributes

	· Able to travel regularly in the East of England region and sometimes beyond

· Resilience and the ability to thrive in an environment with high levels of complexity, ambiguity, shifting parameters while remaining focused on achieving programme goals and milestones.

· Demonstrable ability to think laterally and innovatively

· Good analytical skills in order to interpret complex situations and performance, capacity and demand data to enable strategic plans, new developments, improvements and implementation to take place.

· Strong value base and sense of integrity

· Enthusiasm with positive vision. Self motivated and proactive

· Collaborative. Flexible. 

· Emotional resilience. Able to take responsibility for managing work / life balance. 
· Ability to set and work to objectives

· Commitment to personal, organisational and team development
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