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Role Description

Business Area
Corporate Services

Job Title
Project Manager 

Salary Scale
Management Spine 3

Location
Hopwood Hall College


Accountable to
Head of Facilities & Risk Management.

Hours of Duty
37 Per week.

Special working conditions
The post holder may be required to work at any location of the College now or in the future in the evening and at weekends.

Purpose
To manage the College’s capital investment projects in line with the Estates Strategy. Construction, Refurbishment and redevelopment schemes are proposed for both Rochdale and Middleton sites. Other duties will include leading on specific projects within the corporate services department.

Duties
1. The principle duty will be the Project Management of college projects, both new build and refurbishment. The post holder will act as the liaison point between the client base and the design team, to gather information, to develop the brief and to act as the College contact during the procurement and construction process. 
2. Project Management
To project manage large capital improvement projects, ensuring a timely and successful delivery of the programmes, in line with the college’s Estate Strategy and departmental requirements. 
To work with internal/external capital project teams and consultants to develop the brief, ensure that the strategy for project implementation is realistic and successful, attend site and project meetings, monitor progress and ensure corrective action is taken. Monitor and resolve any health and safety issues with the project team, consultants or contractor as required.
To maintain positive health and safety working conditions and to assist the colleges Health and Safety Officer regarding all construction and occupational health and safety matters arising from project activity. 
To ensure the production of record drawings of projects for integration into the AutoCAD archive together with appropriate data for entry in the asset register.
3. Management Reporting
To provide timely and effective management reports for the Head of Facilities and the Senior Leadership Team. Preparing reports and updates to internal staff groupings and also to the College’s governing body, the Corporation. 
To ensure effective inclusion and handover of projects to the colleges Technical Services Manager and Health and Safety Officer. 
[bookmark: _Hlk69917410]To deputise for the Corporate Services Department in the absence of the Head of Facilities and the Technical Services Manager. 
4. Management of Decant Programmes
As required, to manage a decant programme including both on-site and off-site temporary accommodation. To manage internal fit outs and furniture installation in conjunction with the Technical Services Manager and Head of Facilities.
5. Communications
To contribute and develop both internal and external communication strategies to ensure full consultation and communication of project priorities (assisted by the Marketing department). 
To engage with the wider management groups to ensure good communications, gather information and elicit recommendations for the programme. 
To manage the preparation of briefs with client departments, preparing drawings and outline specifications in order to brief external consultants or to gain appreciation of the departmental requirements and the proposals. 
To assist Marketing raise project awareness by providing information about the progress of capital projects.
6. Finance
To work with the College’s consultants/ design teams, ensure contract structures, tendering and procurement is undertaken according to Colleges financial regulations. To carry out contract administration ensuring appropriate records are maintained and settlement of final accounts is completed (liaising with external consultants and College financial staff as appropriate). Provide regular financial updates to the Head of Facilities and the Senior Leadership Team.
7. General Corporate Services Projects
To assist or lead in other projects undertaken by the Corporate Services Department including minor capital projects, contract reviews, or estates projects (such as introducing a new building services, minor space remodels or implementation of an environment & sustainability policy and strategy).
Any other duties of a similar level of responsibility as may be required.

All staff are responsible for:
Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults
Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work
Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Hopwood Hall College’s safety policy statements
Equal Opportunities: performing their duties in accordance with Hopwood Hall College’s Single Equality Scheme
Revisions and updates
This role description will be reviewed and amended on an on-going basis in line with organisational requirements dependant on the needs of the service
Person Profile
“The College supports the Skills for Life agenda and recognises the importance of all adults having functional literacy and numeracy whatever their role.  All staff are therefore given the support to gain a level 2 qualification in literacy and / or numeracy if they do not already have one and all teaching staff are expected to promote the basic skills of their learners within their subjects.”
Qualifications
Essential Criteria
Membership of the RICS, RIBA, ICE (or equivalent) or PRINCE2 Project Management Certification or a good honours degree (or equivalent) in a relevant subject and significant post degree experience.
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How Identified: Application
Experience
Essential Criteria
Demonstrated experience of managing capital projects as a lead Project Manager.
Demonstrated experience of construction/estates management.
Broad range of experience in dealing with clients.
How Identified: Application / Interview
Desirable Criteria
Previous experience working in an educational environment would be an advantage but not essential
How Identified: 	

Specialist Knowledge
Essential Criteria
In-depth knowledge of construction procurement and project management
In-depth knowledge of construction technology
In-depth knowledge of construction legislation, as client (and designer for some projects)
How Identified: Application / Interview

Personal Skills 
Essential Criteria 
Highly developed planning skills
Ability to lead and motivate a project team
Customer focused approach
Well-developed communication and negotiation skills.
How Identified: Application / Interview

Team Skills
Essential Criteria
Ability to work as a team member and to lead teams as required

Ability to work with teams within the College and to liaise with cross-college
How Identified: Application / Interview

Generic 
Essential Criteria
Awareness of equal opportunities issues and strong commitment to non- discriminatory practices
Ability to work to quality standards
Suitable to work with children and vulnerable adults.
How Identified: Application / Interview

Competencies
Read this criteria in conjunction with the College Competency Framework – available on the intranet/internet.
	1. Leading and Deciding

	1.1 Deciding and initiating action
	Essential

	1.2 Leading and supervising 
	Essential 


						
	2. Supporting and Co-operating

	2.1 Working with people 	
	Essential

	2.2 Adhering to principles and values	
	Essential


		 
	3. Interacting and Presenting

	3.1 Relating and networking 
	Essential

	3.2 Persuading and influencing 
	Essential

	3.3 Presenting and communicating	
	Essential


			
	4. Analysing and Interpreting

	4.1 Writing and reporting			
	Essential

	4.2 Applying expertise and technology
	Essential

	4.3 Analysing		
	Essential


			
	5. Creating and Conceptualising

	5.1 Learning and researching 	
	Essential

	5.2 Creating and innovating 			
	Essential

	5.3 Formulating strategies and concepts
	Less Relevant


			
	6. Organising and Executing

	6.1 Planning and organising 		
	Essential 

	6.2 Developing results and meeting customer expectations	
	Essential

	6.3 Following instructions and procedures	
	Essential


		
	7. Adapting and Coping

	7.1 Adapting and responding to change	
	Essential

	7.2 Coping with pressures and setbacks	
	Essential


		
	8. Enterprising and Performing

	8.1 Achieving personal work goals and objectives 		 
	Essential

	8.2 Entrepreneurial and commercial thinking
	Desirable


		 
Hopwood Hall College is committed to guarantee an interview to people with disabilities who meet the minimum essential criteria for a vacancy and to consider them on their abilities.
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