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Role Profile


	Role Details


	Job Title


	Project Manager

	Service 
	Development & Investment 

	Directorate
	Place, Neighbourhood and Corporate Assets
	Reporting to
	Major Asset Projects Team Leader

	Grade 
	8 
	Hours
	35

	Work Location
	Southbank House, Kirkintilloch / Broomhill Depot, Kilsyth Road, Kirkintilloch


Role Purpose 
The Project Manager acts as the Council’s lead representative on a range of capital investment projects across East Dunbartonshire Council’s property asset portfolio.  
The officer will work as part of a wider  team of Projects Managers who, in combination with the Team Leader – Major Asset Projects, are responsible for the delivery of the Council’s Major Asset investment Programme.
 In carrying out this role the officer will:

· Lead the management and delivery of major asset projects and ensure effective overall project management of those projects.
· Act as the Council’s lead project management officer at all stages of the project lifcycle, including feasibility, design, construction and aftercare.  
· Coordinate all project management activities including cost control, risk management, communications, key stage reporting and programming to ensure the successful delivery of Major Asset Projects.  
· Identify and assess all relevant operational, financial and other risks associated with the management of major asset projects and proactively lead mitigation activities in response.
· Act as the Council’s lead representative for major assets projects delivered by external development partners.  Provide effective leadership by creating a culture of team work and flexibility.
· Contribute to the Major Asset Project Team’s role in the initiation, options appraisal and development of asset based projects required by other Directorates across the Council, reflecting Audit Scotland Best Practice Guidance in relation to Asset Management 
· Develop and manage key project management and delivery relationships with external and internal delivery partners. 
· Contribute to the the effective provision of Corporate Asset Management services for all customers to meet all performance targets in line with Business Improvement Plan (BIP) Indicators, the Council’s Corporate Asset Management Strategy and the team action plan.  
·  Ensure all major asset projects delivery best practice, quality assurance, performance targets and achieve continuous improvement and embedding such arrangements within team culture so as to influence services to improve outcomes and where possible achieve service efficiencies and savings.
· Contribute to the development and implementation of the Place, Neighbourhood and Corporate Assets Business and
      improvement Plan.
Role Accountabilities & Key Activities 
Role specific accountabilities & key activities

· Lead the project management and delivery of major asset projects, reflecting industry  Best Practice and the Council’s PRINCE 2 project management methodology.
· Effectively monitor and control the performance of consultants, contractors and key project delivery partners on major asset projects
· Build strong and effective relationships and communication protocols with internal and external delivery partners
· Act as the Council’s lead liaison officer for the project management of major assets projects delivered by external development partners (e.g. Hub West Scotland, SCAPE Framework etc)

· At project level, manage the delivery partnership relationships with Hub West Scotland.

· Contribute to the Corporate Asset Management Planning process.
· Participate in corporate initiatives where effective delivery of major assets projects supports and improves service delivery.

Compliance

· Manage and deliver Major Asset Projects, ensuring compliance with all appropriate legislation and associated regulations, policy and Audit Scotland Best Practice procedures
· Manage and deliver major asset projects, ensuring compliance within contractual agreements and obligations. 
· Ensure that Major Asset Projects comply with all necessary planning policy, legislative and other regulatory requirements.
· Ensure that the development and delivery of major assets projects comply with East Dunbartonshire Corporate Procurement Policy

· Coordinate risk registers for Major Asset Projects, ensuring that project related risks are identified, assessed and managed to minimise adverse impact. 
Financial and resource management
· Accurately monitor and manage all financial and performance measures related to Major Asset Projects. 

· Provide regular progress and project performance reports for the Council’s Capital Programme Manager.

Customer Service Delivery 

· Work to ensure effective engagement, communication and feedback from all service stakeholders involved in the delivery of Major Asset Projects.
· Ensure meaningful project-specific performance standards are in place and monitored on an ongoing basis to identify cost-effective improvements that focus on maximising customer satisfaction. 

· Drive a continuous improvement culture that will look to understand weaknesses in current project management and delivery activities and identify opportunities for improvement.

· Contribute to the continuous improvement of the Major Asset Projects Team.
Performance Reporting

· Contribute to the development of team work plans and the service’s Business and Improvement Plan (BIP).
· Assist in the provision of regular reporting on major assets projects matters to the appropriate Council service committees and/or scrutiny panel, working to agreed formats and timescales.
· Assist in the provision of all necessary reports and updates to allow for service planning, management and monitoring.
Relationship Management & Partnership Working 

· Develop excellent working relationships with all key stakeholders, based on a mutual understanding of needs, to ensure the effective and efficient delivery of Major Asset Pojects.
· In managing major asset projects operate appropriate project management principles involving internal and external stakeholders.

· Seek to resolve conflict between developers and other stakeholder groups to ensure the best possible development solution for all parties.

Team Working & Relationships 
· Build and maintain strong working relationships inside and outside of the Major Asset Projects team to achieve common goals and objectives.

· Co-operate with and support others within the Major Assets Projects team through sharing knowledge, experience and best practice.

· Build good working relationships within the Major Assets Projects team by offering advice, encouragement and assistance to team members, promoting loyalty to members of team and team decisions.

· Gain commitment from others by consulting and involving them through a partnership focus.

Performance Management and Best Value
· Maintain a consistent and progressive approach towards managing performance in project management.
· Regularly review the performance of project teams through effective monitoring systems ensuring that maximum benefit is derived from the service provided.

· Provide regular performance information on major assets projects to inform the Place, Neighbourhood and Corporate Asset Leadership Team’s decision making process. 

· Contribute to the performance of the team by achieving set objectives ensuring that maximum benefit is derived from the service provided.

Best Practice
· Contribute to an environment in which the energy and enthusiasm of the team is harnessed and the generation of ideas for improving working practices becomes an accepted responsibility at all levels.

· Adopt a proactive role in sharing best practice between and across the Major Asset Projects team to ensure that customers benefit from a team that adopts a best practice approach.

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.

· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.

Corporate Responsibility
· Adopt Champion Roles, as allocated, in line with the Council’s Corporate Objectives
Context 
	Location:

	Southbank House, Kirkintilloch or as required to meet service delivery needs 

	Mobility:
	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE
	√

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	√

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	√

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	09:00
	09:00
	09:00
	09:00
	09:00
	
	


	
	Finish Time
	17:00
	17:00
	17:00
	17:00
	17:00
	
	

	
	Unpaid Break 
	1 hour
	1 hour
	1 hour
	1 hour
	1 hour
	
	

	
	Total Daily Hours 
	7 hours
	7 hours
	7 hours
	7 hours
	7 hours
	
	

	
	Non-fixed work pattern (e.g. annualised hours)
	N/A

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	√

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	√

	
	If ‘yes’ please give details 
	May be required to attend meetings outwith the normal work pattern

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	√

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	√

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	√

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	√

	Disclosure:


	Not Applicable 
	√

	
	Basic
	

	
	Standard 
	

	
	Enhanced
	

	
	PVG Children
	

	
	PVG Adults
	

	Criminal Convictions:


	No

	Proper Officer:


	No

	Politically Restricted:


	No 


Key Relationships 
· As a member of the Major Asset Projects team, the role has accountability for the delivery of corporate objectives.

· The role will work flexibly with other team members to share best practice and where appropriate, share resources to achieve service level priorities.

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Team Leader – Major Asset Projects.

· The role interacts with both internal and external stakeholders :

· Elected Members

· CMT, Directorate and Service Leadership Teams 

· Other Team Leaders and officers
· Consultants 

· Contractors 
· Head Teachers

· External partners and delivery organisations
· Hub West Scotland
· The Scottish Futures Trust
· Other Local Authorities
· Other public sector organisations 
· External bodies including RIAS/RICS/CIPFA/SEPA/HSE

· Given the nature of the role, key relationships will include:

· Frequent contact with Service Managers and employees

· Established project teams incolving internal and external partners

· Close working relationship with the PSIP Team, and other internal client groups 
· Regular contact with and support from Legal Services and Finance and ICT. 
Personal Specification 
	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Demonstrable knowledge of management and delivery of major capital property projects. 

· Demonstrates a strong business acumen and commercial awareness with sound knowledge of business drivers and the external environment.
· Assessing business needs from multiple sources, producing high level summaries and recommend appropriate interventions.
· Knowledge and understanding of project planning, management and delivery.

· Knowledge and understanding of current legislation and regulations which affect the management and delivery of major capital projects
· Understanding of Design and Build project delivery models. 

	· Knowledge and understanding of the Single Outcome Agreement and Corporate Objectives 



	SKILLS
	· Demonstrable skills in the management of the delivery of major capital property projects and skills in managing relationships with external project delivery partners. 

· Budget managementDemonstrable skills in partnership working
· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Demonstrable influencing skills

· Team working & team building skills
· Diagnostic, Analytical and Advisory Skills
· Relationship, Influencing & Negotiation skills

· Problem solving and decision making skills

· Demonstrable high level of competence in general IT skills including Project Management tools


	Specialist skills in detailed project planning

	EXPERIENCE


	· Experience of delivering major capital property projects

· Experience of partnership working 

· Proven track record of planning, prioritising and controlling resources
	· Experience of engagement with Elected Members and Senior Officials 
· Experience in design and build projects

	EDUCATION/

TRAINING

· 
	· Graduate calibre and/or equivalent experience 

	Demonstrable  project management training  or qualification 

A degree or equivalent

   Post Graduate qualification in a related discipline
Professional property  qualification (e.g. RIBA/ARIAS/RICS)

	PERSONAL QUALITIES
	· Organised 

· Capability to deliver through other people and continually push boundaries of service and effective ways of working  
· Must have a high level of credibility in order to influence and effectively manage relationships

· Pragmatism, a can-do attitude and a high achievement drive will be essential

· Strong customer and service delivery orientation
· Tact and diplomacy
· Ability to work on own initiative whilst balancing team, service and corporate responsibilities
· Self-Motivated, Flexible & Adaptable

· Approachable - Customer focused

· Team player 
· Ability to work under pressure to deliver positive results
	

	DRIVING LICENCE
	· Full Driving Licence
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