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Job Description

Job Title:		Digital Programme Manager		

Pay Grade:		W6

Directorate:		Corporate Resources

Team:			Transformation and Digital Services

Reporting to:	Head of Digital Services

Budgetary Responsibilities: N/A

Job Purpose:

To deliver digital change programmes that meet the strategic priorities of Woking Borough Council.

This role will work collaboratively across WBC to ensure that digital change is delivered in a coordinated way.



Main Tasks:

Programme Management  

1. Responsible for establishing key digital change programmes and associated projects in accordance with the strategic intentions of the Digital services and management of their inter-dependencies including oversight of any risks and issues.    

2. Delivering a consistent approach to programme and project management including establishing, documenting, delivering, and reporting on progress. 

3. Aligned with current practice, provide management information on a regular basis to inform decision making and strategy development.   

4. Adhere to the requirements of the Transformation Service’s PMO function to support coordination of the entire portfolio of change, across WBC.  

5. Develop the digital change capability within the council, including upskilling in a range of tools, including waterfall and agile project management. 

6. Report regularly to the Corporate Leadership Team and other groups on programme performance, monitoring and manging risks and issues and escalating appropriately.  

7. Manage staff resources and matrix manage project managers across the organisation through the management of multi-disciplinary teams.  

8. Commission and on some occasions, deliver, new digital projects to address issues. 

9. Facilitate, commission, and procure research and/or consultancy support when required to support key digital development opportunities and contract manage the work undertaken. 

10. Monitor associated budgets, allocating project resources, and motivating and managing the project team members.   

11. Provide advice and guidance equitably as necessary to the Council, the community, and colleagues.  

12. Communicate effectively with the Council, the community and work colleagues.  
 
 
Business Case Design and Change Management.  

1. Support WBC to make more informed decisions around digital change.  This may include conducting user research and synthesis gathering, documenting, prioritising, analysing, and validating business needs and requirements. 

2. Develop business cases and new projects to support the digital change needs of the organisation, including invest to save. 

3. Establish digital programmes and associated projects in accordance with the strategic intention of Digital services, and management of their inter-dependencies including oversight of any risks and issues.  

4. Review and drive efficiency, simplification, and cost reductions across the business through delivery of digital change.  

5. Design, organise and facilitate digital change activity with staff at all levels and external stakeholders, adopting best practice change management including agile delivery.   

6. Measure process improvement benefits after digital changes are implemented. 

7. Support the development of WBC’s digital ambitions. 
 


People Management: N/A

Service Management: 

· To provide cover for the Head of Digital Services with respect to digital change, as required.

Financial Responsibility: N/A

Other Responsibilities:
· To provide the service in accordance with the Council’s Vision & Values statements.
· To collaborate effectively with colleagues in delivering a high quality service through excellent team working and good communication.
· To provide excellent customer service.
· Adoption and development of new ways of working.
· To manage projects in accordance with the Councils project management standards.
· To ensure that all digital, data, and technology upgrades / implementations adhere to the WBC Change Control Procedures.
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.





Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation, T = Test 

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Relevant degree or equivalent experience
· Project Management Qualification.  
· Programme Management Qualification  
	D
D
D
	A/I
A/I
A/I

	Experience
	· Experience and understanding of how the public sector operates
· Experience of effective resolutions of issues and programme management skills to deliver outcomes to time, cost and quality
· PMO management
· Significant experience in managing projects of varying size and complexity
· Experience in digital change and of change management and culture change
· Thrives under pressure in a fast-moving environment
· Experience of delivering transformational change
· Strong focus on execution, with a result driven attitude and detail-oriented approach, while being comfortable to navigate through ambiguity to define direction and recommendations in an effective and timely manner
· Experience of strategic planning, budgeting, financial control, risk management and business development.  
· Experience of writing business cases  
· Ability to establish and maintain mutually-beneficial networks and strong working relationships  
· Experience of running workshops and dealing with senior stakeholders.  
· Knowledge of process mapping, service design or similar techniques  
· Good knowledge of relevant legislation and procedures.  
· Good communication skills across oral, written and presenting methods.  
· Good understanding of qualitative and quantitative research and business analysis techniques and translating this into action  
· Good understanding of project management techniques, including agile
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	Special Requirements
	· Occasional need to work outside of normal hours
	E
	A/I





Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	No
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 













Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	3

	Leading our People
	2

	Delivering for our Customers
	3

	Making Change Happen
	4

	Team and Partnership Working
	3

	Communicating Openly
	3

	Performance Management
	3



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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