LONDON BOROUGH OF TOWER HAMLETS

	JOB DESCRIPTION

	Post Title:

Change Manager
          
	Post No.

       
	Grade:

L

	Directorate:

Chief Executives
       
	Division: 

Tackling Inequality & Engagement

	Section:

N/A

	Responsible to: Transformation Portfolio Manager
Responsible for: N/A

Type of contract: FTC for 15 months Full Time
DBS Required? Not normally but may become necessary for some projects
Is the post politically restricted?  No
Is a Travel Allowance Payable?  No
Does this post attract an Essential Car User Allowance?  No



MAIN PURPOSE OF THE JOB
To lead the Engagement & Communications workstream and support successful adoption of the OSS model.

Working closely with the Transformation Portfolio Manager and Senior Transformation Analyst, you will engage with Directors/Service Managers along with various Council members to drive change and bring the OSS service delivery to the forefront.

Internal communications will also be a key aspect of the role so getting the messaging right for all stakeholders including service users themselves will be very important.

To undertake work of a complex nature working across a variety of different disciplines at both corporate and service level.  This will involve different types of analysis ranging from designing operating models, organisational designs, financial modelling, process re-engineering and information gathering.
DUTIES & RESPONSIBILITIES

1. Plan and implement key strategic projects as identified by the Transformation Programme Manager for ESCW under LBTH and Prince II project management principles and chair and coordinate the work of the project teams as required. 

2. Manage the delivery of work packages delegated to participating senior managers and project staff ensuring high quality delivery at all times. At times the postholder may be required to deliver work packages in order to accelerate delivery and will need to remain flexible.
3. Provide detailed financial budgeting information using established and bespoke monitoring systems and milestones and produce detailed reports as required. 

4. Ensure that financial savings from projects are effectively tracked to ensure delivery.  

5. Develop partnerships with other Council Directorates, Corporate, and external partners to co-ordinate project management services on behalf of project boards as required. 
6. Facilitate dissemination of ‘Best Practice’ and be able to mentor and knowledge share other members of staff
7. Identify and monitor external links with a variety of private and voluntary sector agencies as appropriate. 

8. Monitor and evaluate objective performance data to show a positive and clear track of all projects using LBTH and Prince II project management principles. 

9. Work with senior stakeholders across the council and externally to ensure they are consulted, engaged and be part of the transformation programme

10. Ensure the most appropriate methods of full consultation with all stakeholders are used to ensure cohesiveness with other services. 

11. Develop and maintain high levels of project management documentation including project planning, project risk and issues log and project delivery matrix in order to monitor and report on project progress as necessary. 

12. Report to Boards in a timely and accurate fashion the progress of projects and be able to put mitigation plans in place to ensure delivery is on track.

13. Work with and align to the Corporate Programme Office procedures and guidelines to ensure consistency and alignment to the overall council transformation programme

14. Identify and capture project issues and risks, ensuring timely resolution, detail and escalation where appropriate.

15.  Ensure that all deliverables are managed through agreed sign off procedure.

16. Ensure that change control procedures are adhered to and updated when necessary. 

17. Contribute to and maintain an indexed library of electronic of all project information including all deliverables and management information. 

18. Keep up to date with good practice associated with e-government and best value activity
19. Ensure that any e-government / ICT projects support and generate a holistic approach for service delivery on behalf of ESCW which allow integration within the borough and with external partners and suppliers. 

20. Undertake research and preparation of papers in respect of committee reports, reports to consultative forums, response to enquiries from members, trade unions and other stakeholders. 

21. Keep up to date in knowledge and understanding of current initiatives impacting on Education Social Care & Wellbeing from both a policy and practice perspective and the partnership agenda with Health.

22. Represent the Directorate on national and local agency forums as required.

23. Deputise for the Delegated project sponsor and Project Delivery Manager as required. 

24. Provide a high level of customer care and promote a good external perception of Council at all times. 

25. Ensure that all duties and responsibilities are performed in accordance with the Council’s policies and procedures   including financial regulations, standing orders Health and Safety personnel polices and procedures. 
​​​​​​​​​__________________________________________________________________

General Terms

· To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s performance, development and review scheme. 
· Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation.  To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.
· To undertake additional duties that may arise from time to time commensurate with the grade of the post. 

______________________________________________________________
SPECIAL TERMS AND CONSIDERATIONS

(E.g.) To be able to work evenings and weekends with appropriate notice;

	Person Specification for the Post of



	Knowledge


	1. In depth knowledge and experience in project management as a project manager and programme manager or equivalent, including the delivery of large scale business transformation programmes  
2. Detailed knowledge of a range of recognised Project Management assessment, audit tools and techniques applicable to single programme – multiple site activities such as PRINCE 2 and Managing Successful Programmes (MSP)
3. Excellent project management skills to enable a range of projects to be successfully completed against tight time and resource constraints. 

4. Demonstrate awareness of business case preparation and ability to co-ordinate inputs from a range of sources – staff/advisors/agencies to meet programme requirements

5. Ability to represent and promote the organisation with external bodies and stakeholders, adapting communication style to suit audience/occasion. 

6. Ability to work under significant pressure and to tight timescales using own initiative and with minimal supervision whilst recognising occasions when matters need referral to other personnel.

7. Ability to establish and maintain high personal and professional credibility with a range of individual/stakeholders, such as, members, head teachers and governing bodies.  

8. Ability to manage staff and external advisors drawn from a wide range of professional disciplines and foster sense of team working and achievement of programme requirements. 

9. Knowledge of public sector management practices, including financial regulations, standing orders and procurement processes. 

10. Advanced report writing skills; particularly in project management and financials.   



	Qualifications

& Experience
	11. Evidence of project orientation to enable issues to be tackled in a corporate manner and ensure resolution through negotiation. 

12. ICT skills and knowledge of/ability to use main software packages – word/excel/project

13. Ability to plan, coordinate, monitor, and evaluate complex project work in a way which is consistent with agreed strategy (both at Corporate, service level and at general stakeholder level.)



	Leadership

And

Management

Framework
	Achieving Results

14. Strong project management skills, including the ability to consult, plan, monitor and evaluate. 
15. High degree of self motivation, resourcefulness and flexibility

16. Strong self management skills, including the ability to work under pressure and to deadlines, and achieve challenging professional goals. 

17. Ability to encourage and model partnerships /collaborative working, authority wide, locally and nationally to achieve shared objectives and synergies. 



	
	Engaging With Others

18. Ability to express self clearly, develop powerful arguments and communicate effectively to a wide range of audiences throughout the organisation. Encourage and motivate others to follow a course of action.
19. Ability to influence and persuade a wide range of stakeholders to work together encouraging an organisational focus on the needs of the community. 
20. Ability to act in a way that promotes an effectively political interface achieves organisational cultural change and models directorate values. 
21. Ability to work effectively as part of a team

22. A personal and professional demeanour which engenders confidence with key partners. 



	
	Valuing Diversity

23. Ability to deliver services to customers meeting LBTH’s standards for customer care and showing awareness of cultural diversity and demonstrate commitment to inclusive education and community involvement.  


	
	Learning Effectively

24. A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service. 


	Other
	25. The capacity to undertake a demanding job under pressure
26. The willingness to undertake evening work and intermittent weekend work if required
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