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Job Description

DIRECTORATE:	Education, Early Years & Young People

DEPARTMENT:	Sustainable Communities for Learning Team

POST:	Early Years Capital Project Manager 

GRADE OF POST:	GR11

RESPONSIBLE TO:	Manager (Sustainable Communities for Learning)

JOB PURPOSE:	
Support and inform the strategic planning of new childcare facilities to meet local expansion requirements.
Take the lead role in ensuring the efficient and effective planning, project management and delivery of new childcare capital schemes.
Promote, administer and monitor the small projects capital grant, with the aim of improving the quality of existing childcare facilities.
PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Lead the strategic planning the provision of childcare places to support the local expansion of provision, 
· Undertake options appraisal and feasibility studies to support the delivery of additional childcare places.
· Project manage a wide range of childcare schemes, helping to fulfil the local authority’s statutory duties in relation to childcare sufficiency and to meet Welsh Government targets for Flying Start expansion, ensuring they progress to the agreed timescales, cost and quality.
· Develop funding applications/business cases, to secure the financial support required to progress and deliver projects.  
· Collaborate effectively with project teams, designers and stakeholders, ensuring the status of each project is known.
· Promote and manage the small projects’ capital grant to local providers, ensuring it supports the development of childcare facilities in line with the terms and conditions of the grant.
· Summarise applications to the small projects’ capital grant, chair panel meetings, communicate decisions to providers and monitor the disbursement of funds, ensuring their effective use.
· To participate fully in all aspects of the management of the Team, including staffing, business, financial, performance and development


GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.
CRIMINAL RECORDS CHECK 
This post requires a criminal records check through the Disclosure & Barring Service (DBS)























Person Specification
Early Years Capital Project Manager 

The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training


	· Educated to degree level or an ability to demonstrate competence through experience. 
	Yes
	Production of original Qualification Certificates and application form. 

	
	· Prince2/MSP Practitioner or relevant project management experience.
	
	

	Knowledge & Experience
	· Significant experience in managing complex capital (or similar) projects.
	Yes
	Interview, application form, and selection process.

	
	· Experience of applying project management techniques in a structured way.
	Yes
	

	
	· Good experience of managing budgets.
	Yes
	

	
	· Successful bid writing experience. 
	
	

	
	· Experience of partnership working with local stakeholders.
· Knowledge of Welsh Government policies and initiatives in relation to the childcare sector.
	
	

	Skills & Personal Qualities (ctd.)
	· Ability to recognise individuals’ potential, motivate staff and develop a team ethos 
· Ability to recognise the scope and nature of information relevant to planning at both strategic and operational levels.
· Excellent interpersonal and communication skills, both written and oral at all levels.
	








Yes
	Interview, application form, and selection process

	
	· Sound analytical skills
	Yes
	.

	
	· Diplomacy, tact and integrity.
· Well-developed organisational and planning skills, with good attention to detail.
	
	

	
	
	
	

	
	· Ability to work to tight timescales.
	
	

	
	· Capable of using own initiative, whilst recognising occasions when matters need referral.
	
	

	
	· Familiar with the Microsoft Office software package including Microsoft Project.
	
	

	
	· Ability to develop innovative responses under pressure on diverse matters which have critical service inputs.
	
	

	
	· Possess an ability to problem solve, manage, and resolve conflict.
	
	

	
	· Possess space awareness and an ability to visualise design.
	
	

	
	· Sound understanding of programme and project management methodologies
	Yes
	

	
	· An ability to recognise, promote and embrace positive change.
· A creative, proactive and solution-focused approach to challenges.
	
	

	
	· Hold a full driving licence and have access to own vehicle during working hours.
	Yes
	

	
	· The ability to greet customers through the medium of Welsh is a requirement for this post.
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