BRIGHTON & HOVE CITY COUNCIL




JIN 4434
JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Project Manager – West Hove Seafront

	Reports to:

	Head of Sport and Leisure

	Department:
	Economy, Environment and Culture

	Section:

	Sports and Leisure – Seafront


Purpose of the Job
To lead and support the development of plans for the Kingsway to the Sea Project on behalf of the Council as Client and be fully responsible for the delivery of the project objectives.

As Client, the postholder will feed into a multi-disciplinary project team in a manner that secures the delivery of projects to time, cost and quality targets.
Principal Accountabilities

· Lead, manage and co-ordinate inter-departmental and multi-disciplinary project teams involving discussions with internal council teams, all relevant external stakeholders and such other organisations and individuals as may be involved in these developments, ensuring delivery is according to Government requirements and within community expectations.
· Progress community and commercial partnerships, including with sports groups, to shape the construction and future use of the facilities regenerated.

· Implement best practice project management techniques and systems, develop project timetables, monitor progress and ensure delivery of the Kingsway to the Sea project to timescale and budget. 

· Lead and manage the funding relationship and reporting processes with government.  Prepare progress reports, including all financial analysis and ensure funds are reclaimed in good time. 

· Prepare progress reports to provide detailed information on agreed project plans for senior managers, team meetings, Project Boards and Committees.

· Co-ordinate all tendering exercises, including preparation of Information Memorandum, specification development, evaluation of tenders and contract negotiations required for the project.

· Lead and co-ordinate the development of Development Briefs and Agreements, processing complex information and assessing options for senior management.

· Develop effective and collaborative team/partnership working.

· Gain access to the requisite internal resources and skills by working closely with the Project Board and building senior level relationships.

· By collaborative working, make the links between individual projects and the wider developments across the council and our partners. 

· Manage an effective project communication strategy to ensure continued support from project stakeholders and cross-functional teams.

· Undertake public consultation exercises to involve local residents, communities, associations and interest groups in development projects.

· Be the key point of contact with external bodies including government departments, local groups and the private sector.  Present the project confidently to various external groups as required.

· Continuously review the scope for improvement by developing processes for capturing and sharing learning from the management and performance of individual projects.
General Accountabilities
To co-operate in the implementation of the council Health and Safety policy.
In particular: as set out in section 4.5 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Project Manager – West Hove Seafront

	Reports to:

	Head of Sport and Leisure

	Department:
	Economy, Environment and Culture

	Section:

	Sports and Leisure – Seafront


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to degree standard in a relevant discipline.

· High degree of political sensitivity – understanding and awareness of different political/community interests and their aspirations.

· Good knowledge of the political and legal context of UK local government.

· Significant knowledge of current and future trends and developments in regeneration and of government and other policies affecting regeneration sector including funding opportunities.



	Experience
	· Proven experience of project development and delivery in a governmental and/or community context.

· Experience in working closely with politicians and the wider community. 

· Experience of public consultation and involvement.

· Experience of using project management tools and of project management methodology for example Prince 2 
· Experience of proven budget management and bidding for funds


	Skills and Abilities
	· Proven ability to manage large projects involving a wide range of professional skills and different organisations.

· Excellent administrative and organisational skills to ensure external and internal reporting and funding requirements are met

· Able to work in a consultative framework, yet influence others

· Excellent presentation/communication/negotiation skills.

· Evidence of effective and innovative leadership in managing, motivating and developing a multi-disciplinary team.

· Good completer/finisher skills. Able to assimilate, record and analyse information from a wide range of different sources.

· Ability to work within a time pressured environment and meet deadlines

· Demonstrable capacity for creative and strategic thinking; able to generate new ideas, alternative options and develop realistic and practicable strategies.

	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy


