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Main purpose of job

The post-holder will report to a Digital Portfolio Manager and the Project Board, and will:
· use appropriate project management techniques, manage the implementation of the corporate IT programme or project(s)on a day-to-day basis;
· take responsibility for overseeing the delivery of the programme/project(s) to ensure the objectives are clearly defined and achieved within the agreed time, cost and quality constraints;
· have a key role in project governance and working with senior stakeholders and the programme or project board to ensure the agreed project outputs are delivered to enable benefits to be realised; and
· manage and implement an IT programme or project(s) to directly improve employee efficiency and engagement through the use of technology, enabling changing business models, and improved workforce effectiveness.

The post holder will represent for the Digital Portfolio Manager on matters within the post-holder’s sphere of responsibility.


Summary of responsibilities, tasks and duties

Project and programme management

1. Lead the implementation of new corporate IT programme or project to deliver Digital Transformation through agreed outcomes within time, cost and quality constraints and ensure the project is delivered in line with the contract.

2. Day to day management and leadership of the implementation project and the project team.  Provide effective leadership and management controls.  Set project controls in line with agreed council standards.  Align the project governance and reporting with council standards.  Set appropriate delivery methodologies from agreed council standards.  Manage effective transition between project phases e.g., from implementation to operational support.

3. Develop the project documentation for the agreed project(s).

4. Build the programme or project(s) plan and apply appropriate project principles to deliver stated objectives. Identify and set appropriate project controls, recognising synergies and understanding interdependencies with other IT systems.

5. Manage, track and report delivery against project milestones, costs and quality requirements.

6. Provide impact assessments for changes in project scope, drive forward decision-making and document changes to deliverables.

7. Ensure an appropriate benefits realisation strategy linked to appropriate SMART KPIs is in place in line with agreed council standards and reported appropriately to the SRO or Board.

8. Identify and monitor project risks and issues.  Develop mitigating actions with the risk/issue owner and escalate as appropriate.  Identify and work with related projects to manage interdependencies.

9. Oversee the migration of existing documents and records, ensuring data integrity and minimal disruption to business operations.

10. Understand, implement and ensure compliance with council policies and standards, relevant legislation, and associated guidance for example in the areas of data protection, procurement, and accessibility.

11. Support effective governance and decision-making.  Provide reporting and engage in mechanisms that ensure you, as project manager are responsible for delivery.

12. Support or set appropriate project assurance.

13. Ensure effective project change management processes are in place to agree standards. 

14. Provide support, guidance and coaching for the project team.  Show commitment to personal development. Promote effective individual and team performance.




Digital and business transformation

15. Work with business process owners and other business stakeholders to deliver business process improvements through the exploitation of the new IT solution by using business analysis, process improvement/reengineering, service design and other emerging techniques, with customers from all levels of the business.

16. Research, identify, promote and implement enabling technologies based on customer requirements. 

17. Work with the Digital Services and the owners of the system to establish a clear and effective operating model post go-live to ensure that the system is adequately supported, and the benefits are fully realised.  

18. Acquire and Implement training programmes to ensure that all staff are adequately trained on the new system(s) and processes, including training materials and training sessions.

19. Ensure effective change management methods are implemented to support the embedding of business change and service improvement within the organisation.

Stakeholder management 

20. Work with the other council services such as Information Governance Unit (IGU), Audit, Governance and Risk Services (AGRS) to ensure that the project complies with relevant legislation and standards, such as data protection and information security.

21. In conjunction with External Affairs, Marketing and Communications Department, ensure effective communication strategies are in place and implemented across agreed stakeholder groups.

Procurement and contract management 

22. Ensure contract renewals are managed appropriately and make recommendations to the relevant board about options following existing contract period.

23. Establish controls for effective supplier and contract management within best-practice guidelines.

General 

24. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme.

25. Participate as directed in the council’s recruitment and selection procedures.

26. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

27. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.
28. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

29. Undertake such other relevant duties as may, from time to time be required.

This job description has been written at a time of significant organisational change, it will be subject to review, and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.   
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The temporary Project Manager will be responsible for implementing and managing the corporate rollout of a new Electronic Document and Records Management System (EDRMS).  The system will use Microsoft SharePoint, and the postholder will need to work with external partners, internal stakeholders, and all council departments to deliver this significant project. The project will also introduce a corporate file plan, document classification scheme, retention and disposal policy, as well as other information and records management best practices.  

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:
· have a third level qualification in a relevant subject such as Information Technology, Business Studies, Public Administration or an equivalent qualification; or have an industry recognised project management qualification such as Agile or PRINCE2 Practitioner level or an equivalent relevant project management qualification and be able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience in each of the areas below:
or
· be able to demonstrate on the application form, by providing personal and specific examples, that they have at least three years’ relevant experience in each of the areas below:

a) effective leadership, management and delivery of complex, multidisciplinary technology projects that have contributed directly to the achievement of corporate objectives and priorities within a [footnoteRef:2]large and complex organisation; [2:  Large and complex organisation is defined as one with at least 250 staff or an annual budget of at least £25 million and involving a high degree of coordination with a range of internal and external stakeholders.] 

b) managing and developing effective collaborative relationships with a range of internal and external stakeholders to assist with the management of change programmes, and analysing and resolving complex project issues involving multiple stakeholders; and
c) [bookmark: _Hlk210413434]dealing with and being accountable to a Senior Responsible Owner and Project Board on a regular basis.

Desirable criterion

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms, can demonstrate d) relevant experience of working on, or leading, projects that have data protection and records management regulations and standards integrated into the core objectives.

Special skills and attributes

Applicants must be able to demonstrate evidence of the following skills and attributes which may be tested at interview:

Communication and influencing skills: the ability to demonstrate highly effective presentation and oral and written communication skills capable of influencing and persuading a wide range of internal and external audiences and the ability to write complex reports within tight timeframes.  The ability to build rapport and maintain the engagement and commitment of others to secure their support.

Team working skills and leadership skills: the ability to lead a project team to achieve team objectives and develop high levels of communication and cooperation between team members and a performance management culture and to work as a team member to contribute to team objectives.

Project management and work planning skills: the ability to manage and plan projects, within agreed parameters of cost, timescales and quality, to ensure objectives are met whilst ensuring financial and resource control and management.

Information technology skills: the ability to understand how information technology can improve business effectiveness, be innovative in its application and be able to specify requirements with precision. The ability to operate specialist software packages and to advise users, identify problems with hardware, software or user operation and offer solutions.

Partnership working skills: the ability to form, maintain and enhance partnership working with internal and external stakeholders, networks and communities to build consensus around key projects. The ability to build and sustain relationships at senior levels across the city.

Analytical skills: the ability to analyse and interpret complex issues, to exercise critical judgement, to take effective decisions to arrive at practical solutions and successful outcomes and to collate complex data and information.

Performance management skills: the ability to performance manage projects including the setting of objectives and targets, monitoring criteria and evaluation performance measures.

Political sensitivity skills: the ability to work in a local political environment with awareness, sensitivity and commitment to working closely with elected politicians, partners and local organisations and maintaining positive public relations.
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