This is a specimen template which must be considered carefully and adapted to meet the requirements of the relevant parties


TEMPLATE
JOB DESCRIPTION AND PERSON SPECIFICATION
JOB TITLE
Project Manger 

GRADE/BAND:

to be banded

HOURS OF WORK:
XX per week

LOCATION:
insert
ACCOUNTABLE TO:

insert
RESPONSIBLE TO:
insert
RESPONSIBLE FOR:
Project Team
JOB PURPOSE

The Project Manager has delegated responsibility from the Joint Project Group to run the project on a day to day basis within the scope and powers agreed by the board.

The key responsibility of the Project Manger is delivery of the required project deliverables, within the specified time frame, within the specified cost and to the required quality level.  Ensuring that the Project delivers the benefits presented in the Business case is also the responsibility of the Project Manager.

KEY RESPONSIBILITIES

· Ensure the delivery of the agreed and defined products.

· Lead, encourage and manage the project team.

· Planning and monitoring on the project.

· Confirm agreement with any delegation or transfer of project assurance roles by the project board.

· Prepare and communicate the Project Initiation Document.

· Produce as required plans for the Project, individual Stages and Exceptions with Team managers and other key project personnel.  Ensure that these are agreed by the Joint Project Group.

· Assess, control and manage the risks to the project, prepare mitigation and contingency plans.

· Day to day consultation and liaison with the programme team if the project is part of a programme.  In these circumstances responsibility for ensuring a good scope fit between the different projects (no overlap or gap).

· For overall progress and resource deployment, including initiating corrective action where required.

· Change control, variations and configuration management.

· Joint Project Group reporting End Stage and Highlight reports.

· Overall direction and integrity of the project, in consultation with Joint Project Group and Project Assurance team.

· Identification of lessons learned and production of the report for the Joint Project Group.

· Recommendation of Follow-on Actions to the Joint Project Group.

· Production and presentation of the end of project report.

· To source appropriate mentoring, support and advice on any aspects of the project where this is required.

· Project Administration and record keeping.

· Communications with suppliers and account managers.

The Project Manager sometimes also performs Team Manager and Project Support roles if there are no Project Team members in place.
to be adapted as required
	
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	Educated to degree level

Professional Clinical Registration
	Project management training

	Experience and Skills
	Minimum of 5 years post qualification experience

Good understanding of relevant healthcare provision 

Experience of working and facilitating a multi-disciplinary team
	Minimum of 3 years experience of training

Experience of project management

Experience of cross boundary working

	Skills and Abilities


	Excellent communication and presentation skills both written and verbal

Excellent interpersonal skills

Time Management skills

Ability to work on own initiative

Ability to plan, set objectives, prioritise and review performance against objectives

Ability to manage work within contained resources

Computer literate, including use of email, Word, Excel, PowerPoint

Full driving licence

Proven facilitation skills
	Ability to develop and deliver strategic plans

Ability to effect change and influence others

Ability to analyse data, both strategically and operationally



	Knowledge


	Understanding of educational and service issues in Primary Care

Therapeutic and Clinical knowledge, motivation and disposition

Highly self-motivated

Flexible

Good sense of humour
	Understanding of primary and secondary care interface





