Job Description: Transformation Project Manager  
 
	Department   
	Ops transformation 
	Location 
	Birmingham/Hybrid 
	Flexible Working 
	Yes  

	Line Manager 
	Senior Project Manager 
	Grade 12
	
 
	Contract 
	FTC  


 
Job Purpose  
 
 
You will deliver multiple People, Policy and Knowledge projects on time and to a high standard, ensuring all projects meet the associated requirements of the Operations transformation programme and workstreams. This will require you to work laterally across the organisation.  
 
Working with colleagues in the Transformation team you will help to define and implement an appropriate methodology for projects within your remit.  
 
You will work closely with the Senior Project Manager and Workstream Leads to setup project teams that reach across the organisation to drive effective delivery in a multi-disciplinary approach. Your project teams will be responsible for planning, risk and reporting of their projects. 
 
You will manage your own workload with the guidance and support of the Programme and prioritise tasks to ensure key project timelines are met specific work requirements depending on your project portfolio. 
 
You will be working across teams and be required to maintain and build upon relationships with various internal and external stakeholders. 
 
Key Responsibilities 
 
· Ensuring project outputs and objectives are clearly defined in plans and delivered to time, cost and quality.  
· Responsible for all standard project documentation including project briefs, milestone plans, risks and output / benefits plan.  
· Setting up and managing project teams from across the organisation to develop and refine plans and manage delivery. This will include developing new plans and coordinating the aggregation of multiple deliverable plans.  
· Support and help coordinate effective governance at the project and programme level, in line with requirements and support from the SRO and Programme Manager.  
· Setting up project level reporting to ensure that senior colleague have sight of progress, risk and a forward look for your projects.  
· Leading the project team through a structured planning and provide support to the Project Leads to setup effective delivery processes and controls.  
· Making recommendations on resource requirements to the Programme Manager. 
· Supporting the wider team with learning and development to embed good delivery and practice.  
· Managing risks and issues alongside the Workstream Leads, working closely with the PMO and Senior Project Manager and relevant teams.  

The above does not constitute an exhaustive list of duties. The post holder may be required to perform any reasonable tasks commensurate with the level of responsibility at the request of their Manager.  
 
Personal Specification 
 
Essential: 
 
· Experience of managing projects within a dynamic and fast paced programme environment. Direct experience of working in a PMO.  
· Project Management qualification (E.g., Agile, Prince2, APM).  
· Knowledge of project and programme methodologies, practical application and experience of leading Agile & Prince2 is essential (MSP, APM or equivalent desirable) 
· Applied knowledge of structured project management in a multi-disciplinary environment.  
· Experience of stakeholder management and engagement at all levels (internal and external).  
· Excellent written and verbal communication skills that is clear and concise.  
· Strong analytical and problem-solving skills.  
· Proven ability to lead and influence without authority.  
· A solution orientated mindset with the ability to work at pace and cope with ambiguity.  
· Understand the need to collaborate and ‘join the dots’ as needed across multiple projects.  
· Experienced in creating and maintaining effective project plans and other project related documentation.   
· Experienced in leading and engaging others (individuals and teams) to quickly deliver on business requirements whilst holding others to account for their responsibilities. 
· Strong planning and organisation skills, with an ability to appropriately re-prioritise and change as required to meet deadlines. 
 
 
 
Our Ways of Working  
Outcome-focused: We put consumers at the heart of everything we do. We take responsibility for an issue and moving it forward. We deliver results through working collaboratively. 
 
Reaching for ways to improve: We encourage feedback and ideas. We are committed to continuous improvement and are open to trying different ways of working. We celebrate successes and take responsibility when things go wrong. 
 
Respectful: We recognise every colleague’s contribution.  
We give each other timely constructive feedback. We all encourage challenge. 
 
Communicate well: We are clear and concise. We listen and check our understanding. We explain the reasons for decisions. 
 
Making this a great place to work: We all help to make the Commission a great place to work. We value and support each other. We demonstrate a positive attitude

