
Project Manager
Adult Transformation Programme

Job Description 

Post: Project Manager

Grade: PO4/PO5/PO6

Responsible to: Programme Manager

Purpose of the job 

To undertake the role of a Project Manager as part of the Adults Transformation Programme. As 
part of a dedicated team, the post holder will be responsible for the successful delivery of 
significant, often complex, projects that will help deliver the outcomes detailed in the upcoming 
Council’s Borough Plan. 

Working closely with the Senior Responsible Officer and Programme Manager the post holder will 
lead one or more projects and be responsible for the day to day management of all project activity
to ensure successful delivery including planning and developing projects; drafting and maintaining 
all project documentation; reporting progress and providing briefings as required; finding solutions 
to issues as they arise; managing risk; identifying and managing stakeholders; identifying, 
capturing and controlling changes to projects; closing projects and handing over the project outputs 
to business as usual service areas.    

The post holder will be required to deliver high quality projects, delivered on time, within budget, 
ensuring value for money, using effective project management approaches and techniques as 
adopted by the Council. 

Duties and responsibilities 

The post holder will be required to project manage all projects allocated to them by the Programme 
Manager. The main tasks and activities are set out below; the post holder will be required to seek 
approval at various points throughout the project:

Setting up a project 
 Write a project brief which sets out the case for the change and objectives of the project; 

the desired outcomes and benefits the project will deliver; the scope of the project 
(including what is in and what is out of scope); the resources (people, money, and 
equipment); funding options and how the project will be governed.  

 Create documentation to support and manage the project, including Communications and 
Engagement Plans; logs for issues, risks and lesson learned. 

 Create a plan which identifies the tasks and activities needed to successfully complete the 
project which includes duration, leads, dependencies and identifies the key milestones.  

Defining a project
 Prepare, refine and update the business case that justify project in terms of benefits, costs 

and risks as required throughout the project.  

 Refine and update the project plan to build a detailed schedule which sequences tasks and 
activities to optimise delivery and minimise bottlenecks, conflicting demands and delays. 
Secure the resources needed to deliver the project through the appropriate processes and 
procedures as directed. 



 Conduct research on options and solutions, gathering evidence and information which 
justifies chosen approach, including ensuring stakeholder are identified, consulted and kept 
informed. 

 Working with stakeholders, particularly the service areas and service users, to define the 
outputs the project will deliver and benefits they will be provide. Once defined the benefits 
should be documented and owners identified if the benefit is to be realised after the project 
has closed. 

 Determine and seek agreement of success measures for the project by which the project 
can be reviewed. 

 Set up files to ensure that all project documentation is appropriately stored and is secure. 

 Define quality standards for task and activities to be carried out by the project team and 
others who will be involved in delivering the project.  

 Create a budget profile for the project which clearly sets out funding requirements and 
forecasts spending. 

 Establish project governance, including scheduling meetings; drafting terms of reference for 
the Board; briefing Board Members on their roles and responsibilities and ensuring the 
arrangements are aligned with the Council overall approach.  

Delivering a project
 Manage the project as agreed and in line with the detailed project plan, identifying and 

resolving issues in a timely manner

 Review the quality of the work completed by the project team and others to ensure that it 
meets the project quality standards. 

 Monitor the progress of the project and manage the tasks and activities on a day to day 
basis to ensure the successful completion of the project

 Provide Project Highlight Reports and other briefings or updates as requested by the SRO 
or Programme Manager 

 Provide updates and liaise closely with the SRO to ensure they remain informed about key 
issues, risks and progress.  

 Monitor, manage and report on the project budget.    

 Ensure that issues and risks are documented reviewed regularly and managed effectively. 

 Manage change to any aspect of the project, particularly the scope, resources and budgets 
ensuring the impact of the changes is assessed and documented and the appropriate 
approvals are obtained.  

Closing and handing over a project



 Ensure the effective handover and integration of all project outputs to the business as usual 
service area.  

 Evaluate the success of the project based on the success measure defined when setting up 
and defining of the project. 

 Review and document the outputs that have been delivered and benefits that have been 
realised

 Document benefits to be realised after the project is closed, when they are expected to 
begin to be realised and who is responsible for ensuring delivery, monitoring and reporting 
progress. 

 Writing a Project Closure and Handover report which captures the above; any outstanding 
tasks and activities along with who is responsible each; brings together the lessons learned 
from the project and seek approval for closure of the project. 

Reviewing a project 
 Participate in project reviews as required. Theses reviews will for projects which the post 

holder has not been the Project Manger and will form part of the Councils overall approach 
to assurance aimed at strengthening project delivery. 

Notes:
The post holder may be required to:

 Attend meetings at offices both within and beyond the borough to meet the responsibilities 
of the post.

 Attend occasional meetings and events outside of office hours in the evenings or at 
weekends.

 Work on a co-location basis. 

 Undertake other tasks and activities as identified by the Programme Manager to assist with 
the delivery of the overall objectives of the Council’s Transformation Programme. 

Additionally at PO5
In addition to the duties and responsibilities detailed above: 

 Manage staff either directly as part of a project team or as part of a matrix management 
approach where staff members will have different line management depending on the tasks 
and duties undertaken.  

 Empower and inspire others to deliver successful projects     

 Select and develop project teams.  

 Have an in-depth knowledge of the project management and support others in learning 
through coaching, workshops and informal mentoring.  

 Play a key role in embedding and developing the maturing of the Council’s Project 
Management approach. 

Additionally at PO6
In addition to the duties and responsibilities detailed above:



 Deputise for the Programme Manager. 

 Provide support to other Project Managers managing complex projects and mentor less 
experienced Project and Programme Management staff. 

 Manage complex projects and programmes. 

 Identify tension and conflict between individuals and/or groups and take steps to find a 
resolution.

 Contribute the strategic direction of the Borough Plan and the Council’s Transformation 
Programme. 

 Be recognised as an expert by other senior professionals and is called on by others for 
advice, support and guidance. 

 Can critically evaluate, adapt or develop new theories and/or methods if required and 
educate others

Criteria for Progression

The purpose of the career grading for the post is to enable the post holder to develop their career 
by building on their skills, experience and abilities as well as help the Council improve its internal 
capacity in project and programme management.   

The post holder will be appointed at a level that is agreed prior to starting in the post based on the 
skills, abilities and experience the post holder has at the time of the appointment. 
  
Progression to PO5 and PO6 is not automatic and will be based on the post holder being able to 
demonstrate that they have been or are able to perform the additional duties in full and 
consistently. Progression will be always be subject to the availability of funding. 

Progression will be considered as part the post holders appraisal (My Conversation) and will be 
considered at least annually. 

Progression through the spinal points within the agreed grade will be as set out in the Council 
terms and conditions. 



Person Specification 

The Person

To carry out the role effectively you will need to be a proactive and experienced project manager 
who understands the link between the strategic aims of an organisation and the delivery of 
successful projects. 

No Essential No Desirable 

Qualifications 
D1 A recognised qualification in project 

management, such as, the APMP 
Project Management Qualification. 

Experience/ Knowledge 
E1 Experience of managing projects in a 

public sector environment, including 
drafting business cases, project briefs and 
other project documentation.

D2 Experience of stakeholder management 
including the public, local councilors 
and conducting consultation.  

E2 Experience of planning project activities, 
estimating resource needs and monitor 
progress against the plan. 

D3 Experience of managing project 
budgets in a public sector environment. 

E3 Experience of working effectively with a 
wide range of multi-disciplinary teams, 
senior managers and partner 
organisations.  

D4 A good understanding of Children’s and 
Adults Social Care issues in a public 
sector environment.  

E4 Experience of using Microsoft packages 
including Word, Excel, PowerPoint, 
Outlook and Project planning tools to a 
good standard.  

D5 Knowledge and understanding of 
equality issues in relation to service 
provision.  

E5 A detailed knowledge of project 
management approaches. 

D6 Knowledge and understanding of the 
procurement and commissioning in a 
social care context. 

Skills/Abilities
E6 Good organisational skills - Able to plan 

and manage own time, balancing 
competing demands to ensure objectives 
and deadlines are met.

E7 Self motivated and with the ability to 
motivate others to meet individual and 
collective goals.  

E8 Excellent written and communications 
skills.  

E9 Effective interpersonal skills with the ability 
to negotiate solutions in an often 
challenging environment. 

E10 Be able to work with others and contribute 
to building a strong team.

E11 Excellent written and verbal 
communication skills, including 
presentation skills and an ability to engage 
effectively with a range of stakeholders, 
both within and outside the council. 

Other Attributes 



No Essential No Desirable 

E12 Understanding and commitment to 
promoting and implementing the Council’s 
Equal Opportunities policies and anti-
discriminatory practice

E13 Open to new ideas and concepts and is 
able to put them into practice.

E14 Adopts a can-do attitude. Is driven by 
identifying problems/issues and finding 
solutions.


