Job Description
NHS Professionals Ltd 

	Job Title
	Project Manager

	Grade

	SME3

	Location
	Hemel Hempstead or Leeds



Role

The Project Manager will be responsible for delivering a large-scale Applicant Tracking System (ATS) implementation. This role involves managing one of three workstreams, ensuring the project is delivered on time, within budget, and to the required quality standards. The Project Manager will interface between the third-party vendor and the organisation, managing internal resources and third-party suppliers.

You will be expert in project management implementation processes and methods (including waterfall and Agile), working across a range of projects including infrastructure and DevOps. You’ll be required to manage multiple business & technology projects, many of which are time critical. 

You will manage, and are accountable for, internal resources and 3rd party suppliers for successful project delivery; ensuring smooth transition from existing systems to new solutions within agreed timelines and costs. 

You’ll be adept at delivering complex technology projects, breaking down barriers for the project team, and both planning at a higher level and getting into the detail to make things happen when needed. 

You will be developing influential relationships with internal and external customers and suppliers at senior level. These include NHS Trusts, corporate staff and NHSP executive directors, therefore strong interpersonal and communication skills are essential.
Organisational Structure







Responsibilities
· You will ensure that projects are delivered to the agreed time, cost and quality and have a focus on benefits realisation. You will make sure that the relevant governance is in place and the various aspects of project management are covered. 
· You will ensure the project delivery team’s work is properly coordinated and interfaced with NHSP business policies, processes and procedures and, where required, is aligned with industry standards and best practice. 
· Manage and deliver projects using the appropriate project management methodology, learning & iterating frequently. 
· Provide effective leadership to the project team (multi-disciplinary, highly skilled IT teams, both internal and with 3rd party suppliers), taking appropriate action where team performance deviates from agreed tolerances. 
· Ensure risks, issues, costs, benefits and changes are identified, managed and escalated to the Steering Group and departmental risk register as required. Ensure appropriate level of documentation is completed from project initiation to close. 
· Ensure there are robust project plans that are communicated to the stakeholders and managed to completion, flagging delays and updating plans as required. You will monitor and report project progress against business objectives identified in the business case to project stakeholders. 
· Carry out analysis of complex project data and documentation (including costs) to provide effective reporting and project governance throughout the project lifetime. NHSP projects vary in risk and complexity and are intrinsically linked with business benefits. 
· Manage roll out of new solutions to NHS Professionals internal teams, client trusts, agencies and flexible workers including user training. 
· Ensure that the project follows NHSP project delivery best practice and meets NHSP PMO requirements for reporting and updates. 
· Assist the Programme Manager on the production of business cases, evaluation of tenders and acceptance documentation. 
· Lead on creation of gateway reviews, progress updates and any other assurance, approvals and governance requirements per project, and handover to service management. 
· Carry out duties on any client location or at suppliers and agencies as required. 
· Manage the training and rollout of new solutions, including user training for internal teams, client trusts, agencies, and flexible workers.

Accountabilities
· Plan and manage resources (staff and budget) to meet project milestones. 
· Management of the project budget including the monitoring of ongoing and future project spend against available financial resources. 
· Together with the Programme Manager and other relevant stakeholders, be responsible for the appointment and monitoring of external consultants/contractors/suppliers in planning, solution design and delivery 
· Coordinate joint use of resources with supplier, clients and within NHS Professionals. 
· Manage and motivate the project team to meet the project objectives. 


Key Values:

In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 

· Equality and Diversity
To act in accordance with NHS Professional’s Equality and Diversity Policy, this is designed to prevent discrimination of any kind.
· Health and Safety
Ensure that all duties are carried out in line with NHS Professional’s Health and Safety Policy.
· Corporate Image
Adopt a professional image at all times.
· Risk Management
Responsibility for reporting complaints, incidents and near misses through the Complaints and Incidents Management System (CIMS)
Responsibility for attending health and safety training as required.
Responsibility for assisting in risk assessments.

· Scheme of Delegation
To comply with the Scheme of Delegation - this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.

Note: 

This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks. 
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                                                                                    PERSON SPECIFICATION


	Criteria:
	ESSENTIAL
(When applying for this job it is important you fulfil all these essential requirements.  If you do not you are unlikely to be interviewed)
	HOW IDENTIFIED
A / C / I / P/ R / T
	DESIRABLE
(When applying for this job it is desirable you fulfil these requirements.  However, if you do not you may still apply and may be interviewed)
	HOW IDENTIFIED
A / C / I / P / R / T

	Qualifications and Knowledge:
	· Degree level or equivalent experience
· Prince 2 Practioner level or equivalent
	A/I
	· Recognized project management methodology training.
· Qualification in DevOps methods
	A/I

	Experience:

	· Experienced in use of project management tool, such as Microsoft Project, creating new projects with resource allocation and updating plans and milestone reporting.
· Experience with Waterfall and Agile methodologies
· Communicate information in desired format /presentations for various audience including senior management. 
· Undertaking collation, analysis and presentation of data in various formats such as dashboards
· Demonstrable project management experience in the public or private sector
· Experience in managing the implementation of enterprise-scale technology projects.
	A/I
	· Experience working in a project and/or programme office environment 
	A/I

	Communication and People Skills:
	· Track record of building professional internal / external relationships at all levels.
· Communicate analysed information in the right format depending on the business audience.
· Ability to handle queries and coach personnel in the use of analytical tool(s) and technique(s).
· Strong Leadership and Team Management skills
	A/I
	
	

	Organisational Skills
	· Ability to manage and prioritise personal workload to meet tight deadlines working under pressure
· Ability to challenge and influence established beliefs and behaviour to deliver business goals
· Time management and organisation skills
· Ability to organise meetings and conference calls
· Punctual, reliable, calm and self-motivating
	I
	
	

	Specialist Knowledge and Skills
	· IT literate (word processing, spreadsheet, presentation and drawing packages)
· Advanced numerical, analytical and logical problem-solving skills
· Advanced user skills across the Microsoft Office/Office365 suite
· Proficient in project management software (e.g. Microsoft Project, Smartsheets)
· Conveys a credible and highly professional image
· High attention to detail
· 365, BI tools, and/or cloud technologies (Azure).
	A/I
	· Experience with Microsoft Dynamics


	A/I

	Physical Skills:

	· 
	
	
	

	Equality:

	· Candidates should indicate an acceptance of and commitment to the principles underlying NHSP’s Equality and Diversity and Health and Safety Policies.
	I
	
	



Key:  A = Application Form C = Certificate I = Interview P = Pre-employment health screening   R = References T = Tests/presentation
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