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Job Description

DIRECTORATE:	Social Services & Wellbeing

DEPARTMENT:	Prevention & Wellbeing 

POST:	Project Manager

GRADE OF POST:	GR11

RESPONSIBLE TO:	Group Manager – Prevention & Wellbeing 
 
JOB PURPOSE:
	
Oversee the day-to-day project delivery relating to the Prevention and Wellbeing Service, monitoring and managing the overall progress of projects and ensuring they meet the wider transformational agenda.

To oversee consultation and engagement with stakeholders.

To provide support to the Prevention & Wellbeing Senior Management Team as well as manage relationships with  external  agencies. 

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Lead the day-to-day delivery of programme projects and activities relating to the Prevention and Wellbeing Service, monitoring and managing their overall progress and ensuring they meet the wider transformational agenda.
· Ensure all programme/project activity is designed to deliver against strategic vision, mission and values.
· Support identified contract provision  in service reviews, providing recommendations for transformational change.
· Oversee  stakeholder consultation ensuring effective engagement across all stages of strategy development and review process and manage stakeholder feedback mechanisms. 
· Ensure professional standards of work are maintained and projects are completed to time and budget understanding both escalation and governance requirements.
· Create and maintain detailed project documentation in accordance with programme and project governance requirements.
· Build productive relationships with internal and external stakeholders, and sustain relationships with communities, organisations and system partners.  Ensure regular reporting on project progress, producing scrutiny & cabinet reports as required. 
· Utilise in-house expertise, knowledge and support, particularly from within the Prevention and Wellbeing Service, to support project activities and achieve project milestones.   
· Participate in relevant regional and national networks/groups.
· Take responsibility for and seek out continuous personal development and maintaining up to date and relevant professional skills and knowledge.

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.




Person Specification
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.
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training


	· Educated to degree level or equivalent in a relevant subject area or able to demonstrate competence through experience.
· Project management qualification, e.g. PRINCE 2) or training.
	Yes





	Production of original Qualification Certificates and application form. 

	Knowledge & Experience
	· Experience of managing and delivering projects from initiation to completion. 
· Experience of applying project and programme management techniques in a structured way and delivering updates at strategic forums. 
· Experience of creating and managing risk and issues logs, project plans, highlight reports, work packages and other relevant project documentation.
	Yes






Yes


	Interview, application form, and selection process.

	
	· Experience of partnership working and stakeholder engagement, showing an understanding of the needs of different groups.
	Yes



	

	Skills & Personal Qualities








	· Effective communication skills, (verbal and written) with the ability overcome barriers to achieve effective engagement.
· Well-developed interpersonal skills and confidence in dealing with people at all levels in a professional manner.
· Flexible and confident to work with stakeholders across all service areas as and when mandated.
· Willing to take ownership of tasks required to deliver project goals.
· To manage own workload and work autonomously without direct supervision.
· Knowledge and ability to use Microsoft office applications.
· Capable of travelling within the geographical work area.
· The ability to communicate through the medium of Welsh.
	Yes



Yes


Yes


Yes


Yes




Yes

Yes
	Interview, application form, and selection process.
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