Job Description

	Job Title: Assistant Project Manager
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	Department: 
	Growth & City Development 

	Service:
	Transport Strategy & Major Projects 

	Grade: 
	F

	Post reference number:
	

	

	1 Job purpose
The Major Projects team are responsible for providing a professional project and programme management service across Nottingham City Council, to ensure that projects are delivered to a standard that will enhance the reputation of the Council and city. Major Projects are also responsible for embedding project and programme management skills across the Council. 
The Assistant Project Manager is responsible for assisting the Programme manager in delivering single low value low risk projects and managing elements of projects that are potentially high value and high-risk projects under the guidance of a programme manager.

The Assistant Project Manager must understand the project outcomes and assist the programme manager in ensuring that they are met whether working on a single low value project or part of a larger team working on complex projects ensuring that the projects are completed on time, to the required outcomes and within budget.


	

	2 Principal duties and responsibilities

	1. Responsible to the programme manager for ensuring that a project is delivered on schedule, to budget and achieving the outcomes set down for a successful delivery.

2. Anticipate problems before they happen, suggests ways to reach project goals and report to the programme manager. 

3. Provide assistance to the project team in managing day to day project operations and communications.
4. Assist in coordinating cross-functional communication across disciplines within the project team.
5. Assist in managing the project scope, budget, timeline and risks and report variances

6. Assist in the assigning of, monitoring and workflow and tasks; setting daily and weekly work targets.
7. To support effective communication throughout the project, working closely with internal and external partners ensuring that the project is on course for completion. 

8. Reporting any major project discrepancies to the programme manager on a timely basis so that corrective action can be agreed and implemented  

9. Review and suggest action on individual project risks. 

10. Assist in project reviews and quality assurance procedures

11. Report to the Programme Manager any discrepancies in the legal, statutory and other relevant provisions governing or affecting the projects they are managing within Major Projects.


	

	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 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.

	

	5 Numbers and grades of any staff supervised by the post holder: 0

	

	

	6 Post holder’s immediate supervisor: Programme Manager

	

	Prepared by/author: Matthew Neal
Date: May 2012

	Job title: Head of Service, Major Programmes.


	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.

Signature:







Date:


Person Specification
	Job Title: Assistant Project Manager



	Department: 
	Growth & City Development 

	Service:
	Transport Strategy & Major Projects 

	Grade: 
	F

	Post reference number:
	

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
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	Knowledge / Technical Requirements


	Knowledge of current procurement legislation.  Council policies, procedures and practices.
	
	
	
	(
	

	
	Ability to provide advice and recommendations to support service development proposals.
	
	(
	(
	
	

	
	Experience in the application of Project Management practical techniques to enable monitoring and control of individual programmes and projects
	
	(
	(
	(
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Performance
	Experience of delivering/supporting projects ensuring agreed deadlines, costs and outcomes are realised.
	
	
	
	(
	

	
	Committed to personal development
	
	(
	
	
	

	
	Ability to support, coach and mentor others 
	
	(
	
	
	

	
	
	
	
	
	
	

	Partnership Working
	Experience of working with a range of stakeholders and partners, to efficiently deliver a range of projects that meet customer needs.
	
	
	
	(
	

	
	Experience of engaging and negotiating with partners and stakeholders.
	
	
	
	(
	

	
	Ability to set clear performance measures and structures to track team performance, tackling any issues that arise
	
	
	
	(
	

	
	
	
	
	
	
	


	Work to promote mutual respect and good relations
	Ability to support service delivery to a diverse range of stakeholders, promoting good relations and equality.
	
	(
	
	
	

	
	Ability to provide analysis and recommendations that support constructive change to service delivery.
	
	
	
	(
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Work related circumstances
	Willingness to comply with Nottingham City Council non-smoking policy.
	
	(
	
	
	

	
	
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence


