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	1. Job purpose

To provide additional project management support for the Heads of Service across the full range of projects.  Managing day-to-day operational aspects of projects, providing an efficient and effective service that ensures projects are delivered to time, cost and quality constraints.

	

	2. Principal duties and responsibilities

	1. To be responsible for project managing the development and implementation of specific projects focusing on driving improvements to service delivery and customer experience.
2. Create and executes project documentation, briefs and reports and revises as appropriate to meet changing needs and requirements. 
3. Manages the project against set budgets and tolerances providing progress reports against defined benefits.
4. Provides support to the Heads of Service with delivery of projects and programmes undertaken by the team. 
5. Effectively applies the NCC Project Management Methodology with other methodologies (e.g. Lean Thinking, PRINCE2) to ensure delivery of the desired outcomes of each assigned project.
6. Motivates the project team to work together in the most efficient manner.
7. Advise and brief peers and superiors of relevant project information, understanding the importance of discretion and delivering sensitive information tactfully.
8. Ensures the successful management of risks and issues and resolves and/or escalates in a timely fashion.
9. Suggests areas for improvement in internal processes along with possible solutions.
10. Facilitates team, partner and status meetings, ensuring relevant information is disseminated in a timely manner and all stakeholders are kept well informed.
11. Develop own knowledge and skills to enable ongoing personal development and work proactively to share knowledge and learning.
12. Sets and manages stakeholder expectations in terms of the project delivery cycle. 
13. Foster good relations and celebrate success where appropriate.  Work towards creating a culture where individuals feel their input and contributions are valued.
14. Carry out all duties with full regard to the Equality and Diversity policy and ensure they are fully integrated into projects undertaken.
15. Secure funding/obtain quotes for the delivery of discrete pieces of work.

	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy, and Code of Conduct, in order to uphold Nottingham City Council standards in relation to the creation, management, storage, and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: 

	None

	

	7. Post holder’s immediate supervisor: Innovation and Change Manager

	

	Prepared by/author: Robin Radford

Date: 03/06/2026

	Job title: Innovation and Change Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge and Experience
	Educated to degree level or equivalent, with post graduate experience of using Project Management methodologies (e.g. NCC Project Management Methodology, PRINCE 2)
	(
	(

	(
	(

	(

	
	Knowledge of budgetary processes and financial charging.  Managing budgets, exercising budgetary controls.
	
	
	
	
	

	
	Knowledge of procurement processes financial regulations
	
	
	
	
	

	
	Proven experience of successfully leading and delivering discrete projects to time, cost and quality
	
	
	
	
	

	
	Demonstrable planning and prioritizing skills, the ability to work to tight deadlines, resolve urgent situations and make decisions
	
	
	
	
	

	
	Experience of managing pre-defined deadlines / project milestones
	
	
	
	
	

	
	Ability to write clear concise project documents (e.g. Project Brief, Business Case, Logs and Plans)
	
	
	
	
	

	
	Ability to work effectively as a member of a team
	
	
	
	
	

	
	Experience of using ICT products, preferably MS Office suite
	
	
	
	
	

	Communication


	Effective communicator at all levels both verbally and written
	
	
	
	
	

	
	Ability to represent the interest of the Council and effectively contribute to meetings  
	
	
	
	
	

	
	Delivers engaging, informative and well-organised presentations
	
	
	
	
	

	
	Sensitivity to the needs of customers and colleagues in respect to managing change
	
	
	
	
	

	
	Ability to identify the needs of the customer and direct the project team members to ensure the best possible solution is provided
	
	
	
	
	

	Personal Skills
	Openness and principled approach to work
	
	
	
	
	

	
	Ability to work independently in a self-motivated and self reliant manner.  To work with minimum supervision within a team environment
	
	
	
	
	

	Work to promote mutual respect and good relations
	Understanding of the City Councils Equality and Diversity Policy
	
	
	
	
	

	
	To be committed to equality of opportunity in service provision and access to new facilities
	
	
	
	
	

	Work Related Circumstances


	Ability to travel around the City and visit other Councils and reference sites as appropriate
	
	
	
	
	

	
	Willingness to work outside office hours on an occasional basis when required and to undertake/contribute to ongoing development and training
	
	
	
	
	

	
	Willingness to comply with the City Council’s non-smoking policy.
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