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Digital Delivery Manager 
[bookmark: _Hlk524339911]
Job Description

	1. POST DETAILS

	Division:
	Resources

	Business Centre:
	Digital

	Post Number:
	

	Working Hours:
	37

	Grade:
	10/MMA

	Work Base:
	Civic Centre 

	Prepared/Agreed by:
	Corporate Head of Customer, Digital and Collection Services 


	Date:
	October 2022

	2. ORGANISATIONAL RELATIONSHIPS


Reports to: 			Head of Digital Innovation
Deputising Responsibility:	Head of Digital Innovation
Directly Supervises:		Projects and Procurement Officer 
				Digital Mail Room and Business Support Officer 
				Digital Mail Room and Business Support Assistant 

Indirectly Supervises:		N/A

	3. JOB PURPOSE 
[bookmark: _Hlk117693957]As Digital Delivery Manager you will play a central role in our Getting Fit for the Future programme, a transformative five year £2m programme to bring Runnymede Borough Council’s Digital Services to the cutting edge. 
This is a broad role including day to day operational responsibility for managing the Council’s digital contracts and renewals. 
You will lead the procurement of contracts up to £75,000 within Digital Services and support the procurement of contracts greater than £75,000. To do so you will assist with requirement gathering, identifying routes to market and completion of procurement documentation. 
Leading and supporting projects within the Council’s Digital Transformation Programme will also be a key feature of your work. 
Within this, supporting the design, testing and implementation of transformation projects, preparing and delivering service review workshops will also be important. 
Gathering and analysing data relating to the costs and benefits of each project including drafting business cases and project charters will be vital so you can propose improvements.

You will have responsibly for the day to day operational management of the Council’s Digital Mail Room and Business Support Team where you will drive forward the continuous improvement of digital data capture and delivery across the organisation. 




[bookmark: _Hlk85636287]4.  MAIN DUTIES OF THE POST

Procurement and Projects 

i.) Line manage the Procurement and Projects Officer, responsible for monthly 121’s, quarterly reviews and annual reviews. 

ii.) Day to day operational responsibility for managing the Council’s digital contracts and renewals including preparation of timetables; overseeing maintenance of contracts register and preparing sourcing plans. 

iii.) Lead the Procurement of routine low value contracts (up to £75k) within Digital Services procurement pipeline.

iv.) Support the procurement of contracts greater than £75k by assisting with requirement gathering, identifying procurement routes to market and completion of procurement documentation. 

(Documentation can include sourcing plans, tender documents and reports to Corporate Leadership Team and Committee’s). 

v.) Attend monthly procurement forward plan meetings, working with Corporate Procurement and the Procurement and Projects Officer to identify procurement strategies for new and replacement contracts. 

vi.) Liaise with Finance section; Corporate Procurement and Projects and Procurement Officer regarding budgets and contract management as directed by the Head of Digital Innovation. 
vii.) Prepare monthly spend analysis reports on Digital Services contract portfolio. 
[bookmark: _Hlk27990708]
viii.) To lead and support on projects within the Council’s Digital Transformation Programme including the procurement and implementation of major line of business systems e.g. HR & Payroll, Finance and Environmental Health, Planning, Revenues and Benefits etc..

ix.) Gather and analyse data relating to the costs and benefits of each project including drafting business cases and project initiation documents. 

x.) Lead on the monthly digital service project reporting to the Project Management Office and Service and Digital Transformation Member Working Group as required. 
Digital Mail Room and Business Support 
i.) Line manage the Digital Delivery and Business Support team, responsible for monthly 121’s, quarterly reviews and annual reviews 

ii.) Identify and deliver improvements to the Council’s Digital Mail and Business Support Team

iii.) Attend bi-monthly contract management meetings with the Council’s print management provider to review contract performance, spend, service levels and to discuss and agree opportunities for continuous improvement

iv.) Lead on improvement projects to increase uptake of hybrid mail and data capture across the organisation, 

The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised job description and, where appropriate, result in a re-evaluation of the grade of the post.


GENERAL

i.) Lead by example by providing strong pro-active leadership, direction and motivation to the Digital mail Room and Projects and Procurement Officer. 
ii.) To recruit, develop, support, motivate and performance manage direct reports through effective day to day management as well as the Councils performance review framework.
iii.) To ensure compliance with the Council’s Customer Care Code.
iv.) To ensure fairness and equality of treatment to customers and staff and adherence to the Council’s equal opportunities policies as they relate to services and employment.
v.) To ensure effective prioritisation of tasks and management of time.
vi.) To make the best use of IT resources in processing and management of information and delivery of services.
vii.) To understand what good Customer Service is and how to provide it.
viii.) Represent the Digital Services team and Council in a professional and positive manner with both internal and external stakeholders.
ix.) Undertake training as and when required.
x.) Comply at all times with the relevant security, privacy and data protection standards.
xi.) Any other duties which may be allocated from time to time which are commensurate with the post holder’s qualifications and experience.

	The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised job description and, where appropriate, result in a re-evaluation of the grade of the post. 
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Person specification

	[bookmark: _Hlk524356938]Essential
	How
assessed
	Desirable
	How
assessed

	Education & training
	A.F
	Int
	
	A.F
	Int

	
	
	
	
	
	

	Good standard of general education including three GCSE (grade C or above) or equivalent including Maths and English and relevant industry experience.

Educated to Degree level or with minimum of 3 years’ experience in IT Service Management.

	











	
	Qualified in Business Analysis or Service Design.


ITIL4 Service Management

Prince 2 Project Management. 

MSP Programme Management. 
	










	

	
	
	
	
	
	

	Experience & knowledge
	
	
	
	
	

	

Experience of delivering IT projects. 


Experience of managing conflict and change.

Experienced in a management role 

Ability to motivate and engage a team from differing backgrounds and skill sets to meet common aims.  
		

	


	



	













		

	


	





















	

	



	
Local Government – preferably service transformation, service design and IT project management. 

Public facing digital transformation projects.

Experience of procuring in local government and adherence to the Public Contract Regulations.

Experience of managing contract budgets (minimum of £50,000). 
	



















	




















	Skills
	
	
	
	
	

	
	
	
	
	
	

	Establishing strong, project / programme governance and product release within a digital/IT environment.

Experience of preparing business cases, procurement papers and Committee reports.  

Ability to build strong effective relationships with suppliers and contractors. 

	











	











	

	

	


	Ability to effectively communicate with internal and external stakeholders. 

Ability to learn new technologies quickly.

To manage workloads effectively to prioritise demands and meet deadlines.

Ability to work on multiple projects simultaneously.

Ability to communicate technical complexity to non-technical audience.

Ability to work as part of a team.

	















	














	
	
	

	Ability to trouble shoot issues and identify solutions to problems. 
	
	
	
	
	

	
	
	
	
	
	

	Career Objectives
	
	
	
	
	

	
Willingness to undertake relevant training.

	
	

	
	
	

	Special Requirements

Ability to work flexibly and occasionally  out of hours.

	



	



	


	


	







12/03/2010
image1.png
unnymede .





