





	Job Description

	Job title:
	 Project Manager – Full Time

	Service and team:
	 Corporate Programmes, Regeneration and Economic Development

	Band:
Post number:
	 Band 6 (£42,272- £49,755) 
 PO2117

	Reporting to:
	 Programme Manager (New Build Housing)

	Responsible for:
	 N/A

	Our Organisational Values 

	Collaboration
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	We know, work with and support one another.

	Wellbeing
                [image: ]
	We look after our own and others’ wellbeing.

	Trusted
                 [image: ]
	We abide by the Nolan principles of public life.

	Value for Money
               [image: ]
	We spend public money wisely and carefully.

	Professionalism
               [image: ]
	We provide professional advice and excellent service; we know our local areas and understand the communities we serve.

	
Principal purpose of the team and role

	Team
· The Corporate Programmes team is the Council’s resource for delivering Projects and Programmes across services and sectors 
· The Affordable Housing Delivery team sits within the Corporate Programmes team and focuses on delivering Projects in the affordable housing space, with the objective of increasing the Council’s affordable housing portfolio.
· The team is responsible for the direct delivery and acquisition of new build affordable housing for the Council’s Housing Revenue Account (HRA) and refurbishment and replacement of housing assets that are end of life

Role
· To directly project manage multiple housing-led Projects and initiatives of the Council from inception to completion, using a structured Project Management methodology 
· Assist in the delivery of Projects in line with our Programme Management framework, ensuring the desired benefits and outcomes are realised to meet organisational priorities.




	
Areas of Accountability

	· As part of the team, you will work to define, develop and deliver Projects that range from £1M to £50M, many of which can be considered to be complex Projects due to the variety of internal/external stakeholders involved 
· You will work collaboratively with colleagues to initiate Projects by developing the Project Mandate setting out the case for change, options, procurement requirements, costs and management strategy to inform the Project Business Plan, which you will lead on developing throughout the life of the Project
· You will have responsibility for the delivery of multiple Projects within the Council’s new build housing delivery programme, from inception to construction, progressing through the Council’s governance pathways
· You will lead Projects, managing external consultant design teams and contractor delivery teams


	Main duties and responsibilities

	· Project Management
Deliver a suite of Projects from inception through design and delivery. 
Initiate, plan, execute, manage and close the Project to achieve specific targets to the agreed timescales.
· Stakeholder Management
Develop effective, relationships with stakeholders and partners, both internal and external to the Council and to ensure that the Councils programme of affordable housing Projects is delivered to specification, on time and within budget.
· Governance
Work within the legal requirements, policies, financial procedures, governance, procurement, framework rules and adhere to the recommended practice to protect the Council from risk. 
Ensure that all members of the Project team are fully conversant with those parameters and approvals are sought at the required steps in the process.
Support the Programme Manager in providing advice and support to the Council’s Management Team, Councillors, Portfolio Holders and Scrutiny Panel members.
· Risk and Issue Management
Develop and manage the Project risk and issues registers, regularly monitoring and updating these to ensure the risks are managed.
· Finance
Work with other Council Officers and external consultants to establish robust and adequate Project budgets
Ensure financial control on budgets and contracts and manage and monitor performance of Projects against forecast spend profiles.
Provide monthly budget monitoring and forecasting to the Strategic Capital Board
Manage accounting processes including setting up new suppliers, raising purchase orders, receipting invoices and monitoring payments to suppliers
Identify opportunities for value engineering where there are budget constraints or issues impacting the budget
· Procurement
Work collaboratively with Procurement and Legal Officers to deliver the procurement requirements for the Project including tendering, selection and awarding of the contract for any external consultants or contractors.
· Leadership
Motivate, manage and set parameters on the Project such as time, cost and quality roles and responsibilities within the Project team.
· Reporting
Report to the necessary Project / Programme boards and stakeholders, providing advice on required solutions to issues that have arisen during a Project. 
Report accurate, up to date information to the relevant parties as and when required.
· Communication
Ensure effective communication with all stakeholders and the Project team is maintained throughout the Project. 
Establish the methods of communication based on the receiver’s requirements.
Attend and support relevant meetings including Executive, Overview & Scrutiny Committee, Council.
· Working towards the Corporate Strategy
Support the overall Programme Management and seek approvals to deliver Projects that deliver the objectives of the Corporate Strategy. 
Ensure that new homes delivered are well designed, meet identified need and support the Council’s objectives in relation to sustainability and response to the climate emergency.
· Using systems effectively
Advanced skills in Programme and Project management software.
· Processing and administration
Ensure adherence to principles of good Project/Programme management and in line with the Council’s Programme Management Framework.


	

Dimensions of the team role

	· As a key theme in its Corporate Strategy, the Council is committed to delivering decent and affordable homes for its residents.
· To help it meet this commitment, the Council’s Affordable Housing Delivery team has a substantial, and growing, pipeline of work delivering new housing on Council owned sites. 
· These range from the direct delivery of single / low number unit sites to partnering arrangements with developers for c. 250 homes with a mix of tenures.
· Following an update to the HRA Business Plan, the team is also re-establishing itself in the market to acquire new affordable homes from the private sector via contractual agreements.
· The value of the Council’s investment in housing Projects delivered by the team ranges from £1M to £50M.


	Customers and Contacts

	Internal
· You will work closely with Officers in enabling departments in the Council – particularly legal, procurement and finance, colleagues in the Housing Services and the Strategic Directors covering the remits of Regeneration, Housing and Finance.
· You will liaise and consult with Councillors, specifically Ward Councillors where development is occurring and Lead Councillors for Housing and Regeneration via the Affordable Housing Programme Board
External
· You will liaise with Government agencies including the Ministry for Housing, Communities and Local Government (MHCLG) and Homes England, particularly in relation to securing grant funding.
· You will liaise with other organisations including Surrey County Council, elected members of Parish Councils, the Council’s Tenant Engagement Group, developers, agents, residents and businesses as needed in relation to development Projects


	Service/Team Structure

	There are four Project Manager roles within the Affordable Housing Delivery team reporting to the Programme Manager as indicated below:
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PERSON SPECIFICATION
Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.  

How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications 
	Degree educated or equivalent
	A
	
	

	Knowledge
	Working knowledge and experience in Project Management, with particular experience in either built environment, construction, regeneration or community assets programmes. 
	A
I
	
	

	
	Knowledge of the housing development process, from site identification, feasibility through to contracting and construction.
	A
I
	
	

	
	Knowledge of procurement routes for the appointment of consultant teams and contractor.
	A
I
	
	

	Experience 
	Demonstrate experience and competence of working in a Project Management housing development role, in a local authority, Housing Association or private developer.
	A
I
	
	

	
	Experience of contract management
	A
I
	
	

	Skills

	Technical skills

	Proven ability in using Project Management tools and techniques to effectively manage multiple projects.
	A
I
	
	

	
	Experience in managing budgets, particularly in a Project context
	A
I
	
	

	
	Good working understanding of development appraisals
	A
I
	
	

	Communication skills

	Excellent communication skills and ability to communicate with people at all levels
	A
I
	
	

	Team Working skills

	Strong interpersonal skills, able to establish close working relationships with key partners, both internally and externally
	A
I
	
	

	Customer Service skills

	Understanding of and commitment to promoting equality and diversity in service delivery and employment
	A
I
	
	

	Organisational skills
	Ability to effectively organise, plan and prioritise own work to achieve targets and meet deadlines
	A
I
	
	

	
	Ability to work autonomously
	A
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST
	· Driving licence valid to drive in the UK
· Requirement to attend evening meetings
· For business continuity purposes the post holder is required to have access to the internet at home
	A

I
	
	



Behavioural competencies 

	This section details the level of competency required to carry out this role (please see below for an overview of the framework and refer to the full Organisational Culture Framework - Guildford Borough Council Intranet  for clarification where needed).
	Level

	Embraces change
	2

	Innovation and creative thinking
	2

	Effective communication
	3

	Customer focus
	2

	Problem solving and decision making
	2

	Focus on efficiency
	3

	Performance and learning
	2

	Team working
	3

	Builds relationships
	3

	Commitment to the organisation
	2



Please note that the Local Government Officers (Political Restrictions) Regulations 1990 apply to this post. In general terms these provisions mean that the postholder is prohibited from:
•	holding or standing for elected public office (except Town or Parish Councils).
•	holding office in a political party.
•	speaking or writing in public (including on social media) in a personal capacity in a way that might be regarded as favouring one or other political party.
•	canvassing at elections

	Reviewed By:
	
	Date:
	

	Checked in:
	
	Date:
	

	Last Updated:
	
	Date:
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	Guildford Borough Council behavioural competencies

	Cluster
	Transformation
Forward looking.  The focus on our ability to respond to ever changing needs of our customers and bring about new ideas to ensure value for money.
	Delivering excellence
Efficiently run.  The focus on the values and behaviours (in addition to internal systems) that ensures efficiency and effectiveness at every level across the Council.
	Our people
To ensure that individuals at all levels of the organisation are supported, committed and engaged in the pursuit of our mission and work in a collaborative manner to fulfil our objectives.

	Values
	Challenge ourselves 
We strive to improve what we do by seeking out new ways of working, encouraging innovation and enabling change.
	Customer care
 We put the customer at the heart of what we do by engaging in clear, honest, and meaningful communications to deliver professional services shaped around their needs.
	Quality focus
With customer insight, we provide high-quality services and find ways to improve.  We aim to get things right first time, drive out waste and exceed expectations whenever possible.
	Organisational learning
We strive to create a work environment where everyone is valued, trusted, and supported.  We encourage and facilitate growth and learning at individual, team, and organisational levels.
	One Council
We work together collaboratively, recognising that we are one organisation, working to achieve a common mission.


	Behavioural competencies
	Embraces change
Has a positive attitude to change, adapts to meet new challenges, and introduces changes to improve organisational performance.
	Innovation and creative thinking
Proactively generates and develops innovative ideas, opportunities or improvements in order to meet organisational objectives more efficiently and effectively.
	Customer focus
Puts the customer first, builds effective relationships and seeks feedback to address their needs.
	Problem solving and decision making
Understands and analyses issues in order to identify the most appropriate solutions.  Makes effective decisions based on thorough analysis and the needs of the organisation.
	Performance and learning
Demonstrates personal commitment to meet agreed performance standards and objectives.  Learns from experience and takes responsibility for identifying and addressing personal development needs.
	Team working
Proactively cooperates and interacts with colleagues, internal and external partners across the Council.  Encourages others to develop a collaborative approach to share information, knowledge, and ideas.  

	
	Effective communication
Communicates effectively.  Uses communication methods and standards, together with well-reasoned arguments to convince and persuade where necessary.
	Focus on efficiency
Meets or exceeds the Council’s standards by monitoring the quality of own work, team or service delivery.  Continually looks for areas of improvement to ensure efficiency, effectiveness, and value for money.
	Builds relationships
Presents a professional image; uses interpersonal skills to form positive and productive working relationships within and beyond the organisation.
	Commitment to the organisation
Consistently supports and demonstrates an understanding of and commitment to the Council’s vision and values.  Acts with integrity and accountability.  
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