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EAST SUSSEX COUNTY COUNCIL 

Job Description
	DEPARTMENT:
	Adult Social Care

	LOCATION:
	Lewes / Working from Home

	JOB TITLE:
	Project Manager – Adult Social Care and Health 

	GRADE: 
	LMG 1

	RESPONSIBLE TO:
	Programme Manager – Adult Social Care and Health


MAIN PURPOSE OF THE ROLE:
To work with the Programme Manager to develop a work plan that will ensure the smooth and efficient delivery of a range of initiatives that will re-shape the work of the department in the light of the Covid 19 pandemic. 
Key Tasks 
1. To take responsibility for managing key projects that will enhance efficiencies and client experience, whilst ensuring best use of public resources.
2. Direct and lead the design and implementation of allocated projects, ensure delivery of the outcomes set out in the project and manage any current or future resources, including personnel and budgets that are attached to the project.  
3. Develop and put in place rigorous evaluation and performance monitoring throughout planning and implementation. 

4. Establish appropriate governance arrangements for the project. 
5. Compile reports and present to relevant committees and groups as required. 
6. Work with internal departments and external organisations to identify and agree elements of the plan to be delivered by/in conjunction with other stakeholders.

7. Critically analyse data from a range of sources and provide management information that supports evidence based decision making and service transformation.

8. Ensure the appropriate use and production of project documentation making full use of computer technology. 

9. Manage project staff so that they are developed efficiently and effectively, their wellbeing is maintained and their performance continuously improves. 

10. Engage with local, regional and national colleagues to develop and maintain an overview of best practice, innovation and new approaches and ensure these are reflected in the projects.

11. Keep governance structures fully briefed on progress of the projects, highlighting risks and issues at an early stage, making recommendations towards solutions.

12. Ensure that learning from the project is disseminated to staff and other stakeholders in a clear and concise way.

13. Arrange for the closure of projects, including stakeholder and governance feedback, and to assist in the production of adequate documentation for full integration into the appropriate operational management structures/teams.

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

EAST SUSSEX COUNTY COUNCIL 

Person Specification

Post Title: Project Manager 
Location: Lewes / Working from Home
Grade: LMG 1
	
	Essential Criteria
	Desirable Criteria
	Method of Assessment/

Source of Information

	Key Skills & Abilities


	Able to demonstrate a high level of competence in:
· Negotiation and influencing skills.
· Analytical ability and flexible problem solving skills.

· Political awareness.

· Presenting complex information clearly, both verbally and in writing, in a variety of formats and in a wide range of settings.
· Excellent ICT skills and effective use of tools for project management 
· Highly organised with an ability to prioritise and self-manage time effectively.


	
	Application
Interview



	Education &

Qualifications


	Educated to tertiary level.
	Formal project or programme management qualification e.g. PRINCE 2
	Application
Certificates



	Knowledge


	Able to demonstrate knowledge of the following areas:-

· Services provided by the Adult Social Care and Health Department and key partner agencies. 

· Corporate functions of the County Council and working arrangements with the Adult Social Care and Health Department.
· Staff support and performance management.

· Ways of identifying and managing risks in relation to projects.
	
	Application
Interview

	Experience


	Significant experience within an Adult Social Care and Health department.
Working with stakeholders including external partners.

Management of staff and experience of using HR policies as appropriate.

	
	Application
Interview

	Personal Attributes


	A commitment to equal opportunities and anti-discriminatory practice.
An ability to work constructively with colleagues, both internal and external.
Ability to make decisions when dealing with constant and conflicting demands on time.
Ability to work to tight time deadlines.
Full driving licence or the ability to demonstrate how will meet the Countywide travel requirements of the post.


	
	

	Date (drawn up):  May 2020
Reference of Officer(s) drawing up person specifications : Kay Holden, Programme Manager, 11962



* For more information on apprenticeships and the training available for this position please visit our apprenticeship page on our website 
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Occupational Health
This section is to make you aware of any functions you may be expected to perform or to which you may be exposed, in relation to the post you are applying for, which may have an impact on your health.  If successful in your application, this information will help you identify any health related conditions which may impact on your ability to perform the job enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Using display screen equipment
	x

	Working with children/vulnerable adults
	x

	Moving and handling operations
	 FORMCHECKBOX 


	Occupational Driving
	 FORMCHECKBOX 


	Lone Working
	 FORMCHECKBOX 


	Working at height
	 FORMCHECKBOX 


	Shift/Night work
	 FORMCHECKBOX 


	Working with hazardous substances
	 FORMCHECKBOX 


	Using power tools
	 FORMCHECKBOX 


	Exposure to noise and/or vibration
	 FORMCHECKBOX 


	Food handling
	 FORMCHECKBOX 


	Exposure to blood/body fluids
	 FORMCHECKBOX 




