
JOB DESCRIPTION

Job Title:			Project Manager
Grade:				Band 6/7 equivalent depending on experience/skills
Salary:				Range £20.44 – £25.26 per hour 
Hours of work:		37.5 hours per week (hours can be negotiated)
1-year fixed term contract
Base:	Head Office on the University of Essex site 

ORGANISATIONAL ARRANGEMENTS
	
Managerially responsible to: Chief Operating Officer

Accountable to:		Chief Executive Officer

JOB PURPOSE 

The project manager will be expected to lead on the current projects that are up and running, assisting the Chief Operating Officer.  This will involve monitoring project delivery and success, supporting contract meetings including preparation, paperwork and monthly reporting. 

In addition, working with wider GPPC team to create new business opportunities and support/lead as project manager on tenders under procurement processes.   The project manager will support new projects including the development of comprehensive project documentation and ensuring that robust governance arrangements are in place and maintained. The post holder will also contribute to and lead when required, tender submissions as part of formal procurement processes.

 
1. Communication and relationship skills

· Liaise closely with members of the team ensuring effective communication.
· Ability to engage and motivate teams and individuals.
· Work with staff from external organisations to support effective joint working with partners and build relationships.
· Communicate and support meetings with stakeholders and colleagues at various levels.
· Able to respond openly to questions to ensure full understanding of own work portfolio.
· Able to act on own initiative, judgement and to make decisions
· Excellent problem solving and negotiating skills


2.	Knowledge, training and experience

· A proven background in project management.
· A project management qualification is desirable. 
· Track record of successful project management and having the ability to work on and deliver multiple projects that have interdependencies and cross overs.
· Ability to read and interpret NHS guidance and summarise.
· Full knowledge and use of Microsoft Products, specifically Excel, PowerPoint, Work, outlook and Teams.
· Understanding of SystmOne desirable
· Experience in Primary Care is desirable but is not essential and will be gained on the job.
· Analyse and present data to assist in the general decision-making process
· To develop key performance indicators for relevant projects and ensure these are monitored monthly to provide assurance of project delivery
· To develop post project evaluation reports detailing lessons learnt and benefits to be realised by the business

2. Planning and organisational skills

· Manage own day-to-day tasks or activities.
· Develop, refine, maintain, monitor, and manage relevant project plans ensuring progress is traced and reported 
· Prepare for contract meetings including paperwork; agenda’s, monthly reporting, highlight report.
· Resilient under pressure
· Able to communicate to various locations to support project mobilisation, communication and training
· Ability to organise and manage own workload. 

3. Physical skills

· Standard keyboard skills required.
· Knowledge of telephony systems and a good understanding in the use and maintenance of general office equipment
· IT Skills

4. Responsibility for patient/client care

· The post holder will have contact with service users/patients and will assist or direct to the appropriate person/department, this will be in the form of face-to-face contact.

5. Responsibility for policy/service development implementation

· Follow policies and procedures in own role which are determined by systems within the team and GPPC corporate systems.
· The post holder will lead project management for new service development, including project documents to support the COO and CNO.   

6. Responsibility for human resources

· Complete a range of online training modules required as part of the contract.
· Participate in self-development to continually improve performance and undertake development activities that are identified.

7. Responsibility for information resources 

· Responsible for the data entry and storage of data compiled by others (electronic and hard copies)
· Ensure security of records in line with the Data Protection Act 
· Ensure compliance with information governance policies and procedures.

8. Working conditions

· The post holder will work in office conditions.
· Required to use Visual Display Unit every day.





FLEXIBILITY STATEMENT
The content of this job description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities. The job description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.


CONFIDENTIALITY
All employees of GPPC are required to maintain the confidentiality of members of the public (service users) and members of staff in accordance with GPPC policies.

PROBATIONARY PERIOD
Appointment to this post is subject to the satisfactory completion of a probationary period of 6 months. During this time your line manager will have the opportunity to review and assess your suitability. 
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