
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Project Manager



	Directorate:  
	Place & Economic Growth
	Division/Section: 

	Property

	Grade:  

	8
	JE Reference:
	10078




	Job Purpose


	To support the construction, delivery and monitoring of business cases and projects in collaboration with internal and external stakeholders to realise the ambitions of the Place & Economic Growth Directorate. 

The Project Manager will support Senior Responsible Persons / Project Leads to ensure their capital projects and intended outputs / outcomes are planned, managed, delivered and reported effectively as part of the Property team. 

To lead and manage Project / Design team(s) assigned to them in delivering a safe, proactive, high quality and cost-effective project or service to both internal and external customers.
 

	Key Tasks


	1. Lead allocated projects on a day-to-day basis under the direction of the Team Leader Project Management, Building & Quantity Surveyors ensuring realisation of the project deliverables. 
2. Contract Administration of project in line with all contract procedures and requirements. 
3. Manage project meetings, including agendas and minutes. 
4. Project Definition – identification of the project scope, client’s requirements, key drivers and critical success factors, development and maintenance of Project Management Plans,
5. Project Risk & Issue management – including the facilitation of risk workshops, development and maintenance of Risk Registers and Issue Logs
6. Stakeholder Management – including development, maintenance and implementation of Stakeholder Engagement & Communications Plans
7. Scheduling – development and maintenance of Project plans using MS Project or equivalent
8. To be responsible for managing the reporting of project progress against the agreed project plan using Concerto and other relevant systems. 
9. Project Budget & Resource management – manage project resources effectively to ensure the most efficient use of officer time and where appropriate capital and revenue investment. 
10. Development of business cases, including review of options for project Finance / Funding.
11. Project assurance and quality management
12. Scope Management and Change Control
13. Value Engineering & Value Management
14. Development and implementation, within client’s governance arrangements, of Procurement strategies
15. Management of Project Health, Safety and Environmental requirements
16. To undertake regular reviews of all key projects within own area of responsibility and proactively engage with clients and stakeholder groups to gather feedback and deliver service improvement initiatives. 
17. To ensure all relevant project documentation is catalogued, filed, stored and retained in line with Property and Legal requirements.
18. To be responsible for handover and Project Closeout.
19. To assist the Team Leader, Head of Service, or Senior Management to achieve the business plan targets and other relevant objectives.
20. To provide support and assistance to colleagues for the management of projects for which they are responsible, including acting as temporary project manager during times of absence.
21. To assist with the operational support to other areas of the Project Management team and to deputise for the other Project Managers as required.
22. To attend meetings outside normal working hours e.g., council committee meetings, school’s governor meetings etc.
23. To ensure that the Council’s statutory duties and responsibilities are undertaken, and Council policy is discharged in respect of service delivery.
24. To establish and maintain effective working relationships with internal services and external organisations / consultancies to ensure the delivery of a responsive and professional services.
25. To assist with the development and implementation of continuous improvement within the team and gain the commitment of the team to deliver business excellence at all times.



	Standard Duties:




	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts: 

Contacts are Directors of the Council, Senior Managers, partners, consultants, service providers, trade union representatives, elected members and external organisations as appropriate. 




	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Team Leader Project Management, Building & Quantity Surveyors

	Responsible for:
	N/A



	Special Conditions:  None



	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
· We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	
We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.




	
	DATE
	NAME
	POST TITLE

	Prepared
	
	IF
	Team Leader Project Management, Building & Quantity Surveyors

	Reviewed
	22/06/2023
	JPW
	Divisional Manager – Technical Delivery

	Reviewed
	16/03/2026
	JPW
	Divisional Manager – Technical Delivery
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OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title: Project Manager

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Educated to degree level or equivalent

Member of Association for Project Management (APM) or equivalent

	Relevant qualifications in construction / building discipline (CIOB, RICS, RIBA) or previous experience
	Certificate (bring to interview)

	
Experience

	Experience of leading, developing, managing and monitoring complex and varied projects simultaneously within a large organisation.

Experience of understanding and monitoring of Health & Safety Requirements on Construction contracts and on-site adherence.  

Experience of understanding and delivery of construction contracts (JCT, NEC) utilising Council procurement processes and requirements. 

Experience of undertaking change management and persuasively communicating with a range of stakeholders to effect change and achieve more efficient practices and processes.
 
Experience of successful resource and financial management, working with budget constraints and within defined financial procedures.

Experience of providing Procurement advice and alternatives / options on proposed delivery model to ensure client deliverables achievable. 

Experience of providing project advice and guidance to colleagues, ensuring the rationale for decision making is understood.

	
	AF / I





AF / I




AF / I




AF / I






AF / I




AF / I




AF / I 





	
Skills & Abilities

	Developed communications skills with the ability to convey complex information, persuade and influence others in order achieve the desired results and outcomes.

Analytical skills to investigate and interpret complex information/data, evaluating options, weighing up risk, and making recommendations for action

High-level problem-solving skills being creative to think through issues using theoretical, conceptual, and technical knowledge to find practical solutions

Organisational skills to prioritise own workload under pressure to meet potentially conflicting deadlines

Ability to motivate others, delegate work, set deadlines and check that work has been completed to the required quality standards

Good ICT skills, particularly with Microsoft Office suit an in particularly Microsoft Word, Excel, PowerPoint, and Project.

	
	AF / I





AF / I





AF / I





AF / I



AF / I




AF / I





	
Knowledge

	Knowledge of project management techniques, methodlogies and their application in a local government context

Understanding of the project governance process and the use of management information 

A detailed understanding of business change concepts to engage staff and ensure projects run smoothly and efficiently

Knowledge of risk and issues management and strategies that can be used to minimise and mitigate risk

An understanding of the pressures present in local government, particularly relating to finance, and the competing demands for the allocation of resources that can benefit our local businesses, residents and visitors.
	
	AF / I




AF / I



AF / I




AF / I



AF / I

	
Work Circumstances

	Must hold a valid driving licence

Able to travel to different sites across the Borough

Able to work outside of normal office hours on occasions

	
	AF / I

AF / I


AF / I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.

