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	Job Title:

Project Manager   

	Division:

Brighter Futures 

	Directorate:

Brighter Futures 
	Post Number:


	Evaluation Number:
LBN 5580

	Grade:
P04 
	Date: 

September 2020 


	People at the heart of everything we do
We are committed to putting people – Newham residents and Council staff – at the heart of all we do.  Our approach is a collaborative joint enterprise between residents, the Mayor, Members, Council staff and the Corporate Management Team.
Equality and diversity

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work.



	Protecting our staff and services

	Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.
Corporate parent

Every member of staff working for Newham Council should understand and fulfil our corporate parenting responsibilities for our looked after children that we have under the Children and Social Work Act 2017. 




Overall purpose of role
1. To work flexibly alongside the Programme Director to support the Gold Group as needed, including briefings, liaison, co-ordination and support to Gold and Deputy Golds
2. Assist with the development and analysis of key policies and associated activities. 

3. To manage the Gold group’s information and data collation processes, ensuring there is a robust governance for impact assessing and evaluating outcomes. 

4. To work closely with the Mayor’s office to ensure effective alignment and high quality support. 
5. To ensure delivery of an agreed programme portfolio with clear milestones,  regular monitoring of progress, evaluation of activity, appropriate reporting, together with highlighting relevant risks and issues. 
Role context

1. The post holder reports to the Programme Director 
2. The postholder does not have line management responsibility for any staff.

3. The postholder has no budget responsibility. 

4. The postholder may be required to work evenings, weekends and occasional public holidays, in order to meet service requirements. 
Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties, which may be required from time to time.

· To support the business management and administration of Gold meeting, Recovery meetings and Working Groups as needed.

· Liaison with the Council’s emergency response structure (BECC, Silver etc) to help support the delivery of the Council’s response to the pandemic.

· Write briefings and reports for the CE, Programme Director and Deputy Gold Officers as needed

· Co-ordination and liaison with services to help organise resources to support service delivery
· Oversight of the London wide response to the pandemic and ensuring that this is reflected in the Newham response

· Horizon scanning on behalf of the Council Gold Group

· Ensure the programme is delivered in accordance with agreed processes and procedures including responsibility for a consistent approach to projects, controls and governance, change control, risk management, stakeholder communications and reporting. 

· To work closely with Corporate Directors, Directors and other key senior managers to follow up on outcomes, with updates reported within a programme context. 
· To provide professional support to senior managers and Councillors in dealing with the programme. 

· To collect and analyse contextual and performance information in order to monitor trends, patterns and changes which may have a bearing on programme activities and policy developments. 

· Research, collate and review benchmarking information in order to prepare policies and communication briefings, amongst others

· To generate a range of policy options and appraise the Council Gold Group based on the evidence. 
· To represent the Programme office at internal and external meetings
· To carry out checks on the quality of the data collected, liaising with key stakeholders to ensure that the data is current and accurate.

· To disseminate information and publications produced and to meet requests from elsewhere in the council and external organisations for statistical and other related information relevant to the role. 

· To provide information to external agencies in order to ensure that the local authority meets its statutory duties and partnership agreements. 

· Coordinate and present the information to the Gold group, ensuring the format of the report is as effective as possible. 

· To understand delivery mechanisms and demonstrate awareness of what is effective in delivering policy outcomes on the ground.

[image: image2.png]Newham London




Person Specification 

	Job Title:

Project Manager  
	Department: Brighter Futures 


	
	Job Number:  5580

	Grade:PO4
	Date last updated:  September 2020 



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

Knowledge of major factors, influences and legislation facing local government.
	Application Form/ Interview


	Understanding of the public policy context in which the Council operates


	Application Form/ Interview


	QUALIFICATIONS:
Educated to degree level or equivalent work experience
	Application Form/ certificates



	EXPERIENCE:

Experience of project development within a public sector setting

Experience of managing and developing staff to meet performance objectives within local government and or similar public sector environment


Experience of developing and delivering work programmes and project plans

Experience of working with elected members and senior officers

Experience of advocating for policy positions
	Application Form/ Interview

Application form / Interview

Application form/ Interview

Application form/ Interview

Application form/ Interview

	SKILLS AND ABILITIES:

Ability to understand, recommend and articulate policies. 

Demonstrable ability to advocate confidently on complex and sensitive issues.

Ability to understand, interpret and present information from a variety of sources and use them to develop policy lines.

High degree of ability to produce clear, easily understood, logical and grammatically correct briefing and other written communications.
	Application form 
Application form / interview

Application form 
Application form / interview 


	PERSONAL STYLE AND BEHAVIOUR:

Ability to prioritise and effectively manage demanding workloads. 

High degree of political sensitivity


	Application Form / interview

Interview



	OTHER SPECIAL REQUIREMENTS:
Willingness/ability to work out of hours
	Interview
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