


	Role Title
	Projects/Programme Manager-Building Works

	Job Family
	Resident Services

	Reports to
	Contract Service Manager

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	PO6

	Purpose

 Responsible for leading on the development and delivery (within phases) of a complex long term housing refurbishment scheme from inception to completion within time , cost and quality targets  and in accordance with TPC contractual requirements 
Responsible for project managing the transition phase (mobilisation / demobilisation) of key service providers for R&M and planned works.


	Generic Accountabilities
	End Result/Outcomes

	Plan and organise works and /or services (through contractors/service providers) to ensure the delivery of all aspects of the project in accordance with TPC contractual requirements.
Project manages including co-ordinating multi-disciplinary teams of consultants, service providers and contractors to ensure effective delivery of works and services.
	Work is completed on time, to budget and to the quality and standards required. 

Changes to priorities are accommodated.

Service is delivered to organisational requirements and reflects customer and stakeholder requirements, within organisational constraints.

Professional and legal compliance is assured.

	Undertake and support consultation procedures. Identify issues, resolving as appropriate and escalating complex problems as necessary.
	Activities are undertaken according to relevant guidelines / regulations / procedures.

Customer / stakeholder views are central to proposals.
Resident engagement strategy developed and implemented.
Data and measurements are accurately recorded.

	Collate process and analyse complex information. Ensure all required records and information are maintained correctly.  
	Information / applications are processed according to procedure.

Information is managed efficiently and accurately.

Data is recorded and stored in compliance with national standards and can be shared, as appropriate, with other agencies. 

	Attendance at all meetings
	Attend all internal, preliminary and on-site meetings including all meetings in relation to consultation, stakeholders, and works in progress.
Record and maintain all minutes of meetings and manage all actions arising
Attend all service providers mobilisation/demobilisation meeting and follow through on actions required 


	Allocation (in conjunction with property services) of works and /or services to be carried out by consultant, contractors and service providers 
	Agree and instruct the  work and / or services to be carried out 
Where work is carried out by others ensure effective oversight

	Responsible for managing the tender and transition processes as required  
	Manage the tender process including preparation of the task brief, request for task prices through to award of the works.
Manage the mobilization & demobilisation process of service providers so as to ensure a smooth transition of works and services from one provider to another.


	Responsible for monitoring of the onsite delivery of the works from commencement to final handover.
	Develop and agree the pre-commencement and on-site project programme(s) for delivery of the works.
Develop and agree the transition plan internally and with relevant service providers

Certify works in progress 

Agree all variations to the contract

Monitor all works in progress

Sign off works completion certificates
Manage the day to day administration of the refurbishment and transition programmes

	Carry out all activities in liaison with  Housing Assets services
	Liaise with Director of Assets, Heads of building works, Head of mechanical & electrical services and commercial team in relation to all aspects of the programmes.

	Develop, prepare and present internal reports for review by senior management

	Submit a range of reports including progress, financial, transition reports, programmes, business plans at frequencies agreed with senior management.


	Ensure delivery of services in accordance with Building / Health & Safety regulatory requirements .
	Actively monitor contractors H&S /Building Safety performance including management of CDM through client/consultants as required. 

	Programming of activities
	Support the development, issue and maintenance of the required project plans covering all aspects of the project and programme arrangements including regular review and monitoring to ensure targets and milestones are met.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	
	 

	
	

	
	

	Job Specific Accountabilities:
	End results/outcomes

	Manage processes, across all projects to deliver the required outcomes in accordance with TPC contractual and regulatory requirements and agreed Task Orders .
To manage combined multi-disciplined professional services of Consultants and Contractors, engaged in the planning and execution of Building Works contracts under your control.

	Works effectively in a collaborative management environment, demonstrates leadership within a project team and wider stakeholder structure to ensure projects are delivered on time, on budget and to agreed quality standards.
Contracts appropriately managed and delivered to time, cost and quality , which meet contractual and Service KPIs .


	To lead and interact with key stakeholders on the development of projects through the relevant stages
To ensure that the TMO management agreement and reciprocal working is delivered 

To agree with Sheltered Housing Managers appropriate ways of working 

To ensure all policies and works are developed /delivered within appropriate resident engagement and in consultation with colleagues. 
Ensure all leaseholder consultation requirements are met

	Clarity of roles and responsibilities are

determined 

Projects are progressed in line with affordability requirements and overall project timescales. 

Act as the main point of contact in relation to projects for both internal and external stakeholders.
Clear resident engagement mechanisms in place 
Clear leaseholder procedures to address all consultation and section 20 matters


	Responsible for all duties and financial management related to the projects in accordance with agreed project Task Orders 
Reports prepared in the required timeframe necessary to obtain approval through governance processes as required. 
Ability to present project reports to stakeholder senior management groups and public consultations as required.
Promoting clear and effective communication and ensuring high quality outcomes are delivered.


	Capital Programme and Projects delivered in accordance with Time cost and quality targets 



	Manage risks and salient issues.
Ensure all Safe Systems of work are deployed to manage Covid risk 

Use of Risk and Opportunity Registers employed
	All decisions connected with risks with the delivery of the project are identified alongside strategies and actions taken to mitigate these risks.  

.



	Preparation of feasibility, tender and contract documents and monitoring of contractors progress whilst on site and preparation of contract variation documents during the duration of the project.  

Undertake post project reviews and analyse, benchmark and present the results

	End to end duties relating to projects Project Practical and Final completion conducted-in accordance with TPC and Task order requirements 



	To manage project Change Control processes.
Effective performance review mechanisms managed to monitor progress and delivery of all projects.
Proposals for developments are proposed to senior staff as necessary.

All benchmarking requirements completed accurately and within required timescales

	.

Contract Governance delivered in accordance with TPC requirements 

	Lead any dispute resolution and escalation processes in the best interests of the council and its stakeholders
	Operational decisions are made for the service area.in accordance with Contractual requirements 
Communications are dealt with in a confident, authoritative and assertive manner.

Housing and Contractual policies practices and priorities  are followed



	To support Housing Assets  Services in achieving its operational performance and financial targets working in conjunction with Senior Management and colleagues in the Housing Assets and throughout the Housing service and TMOS  to develop and improve operational policies procedure and performance
	Personal operational performance targets achieved

Positive contributions to the improvement of the council performance and credibility

Actively participates in and shapes Council strategies and policies that affect the entire service.
To develop and present proposals to senior managers for the improvement 
Continuously review the programme and suggest improvements, high level of creativity required to deal with imaginative solutions and responses




	Nature of Contacts

	Typically involves Head of Departments, key customers, clients and suppliers, Heads of Service and Senior Managers across the authority, and external agencies and organisations providing advice.

Work directly with colleagues internal and external, other providers and external agencies to gather and exchange information and co-ordinate actions.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Provide specialist advice, guidance and support on issues within area of responsibility; develop and maintain joint working and promote the Council position. 

Consult with stakeholders to identify requirements. Communicate changes in policy and working practice to contacts.



	Procedural Context

	Work within a policy framework and regulatory guidelines, applying knowledge of systems, procedures and best practice. Work to broad managerial direction, within a policy framework and regulatory guidelines, to ensure performance standards are met within a framework of policy and legislation. 

Plans own time and co-ordinates the work of others. Plan, organise and deliver interventions and actions. Responsible for professional advice, assessments or referrals.
Exercise professional judgement in assessing stakeholder requirements, potential risk and quality assurance of service. Monitor and evaluate performance / service delivery, ensuring all parties are informed of progress / issues as required.

Provide support to customers, colleagues and other stakeholders through applying knowledge of systems, procedures and best practice. 
Responsible for meeting performance standards within a policy framework and regulatory guidelines.   Accountable for proper use and security of information, resources, equipment and/or facilities within area of responsibility.

Use initiative to deal with complex issues and respond appropriately in an unpredictable work environment. May involve isolated working outside core hours.

	Occasionally the post will be expected to work from other locations



	Cover for head of development in meetings when necessary 

	

	Key Facts and Figures

	Maintenance services are managed through 2 principle Contractors and in accordance with TPC contractual requirements , with specialist Contractors procured as required 


	Resourcing

	Budget Responsibilities: Capital - Refurbishment projects (£125m over five years)
Staff responsibility : None, mainly responsible for management of consultants, contractors



	Knowledge, Skills and Experience 

	Experience of working in a Project management environment in a managerial capacity commensurate with the post.

Experience of operating in a commercial property and or construction environment

Experience of producing and presenting Performance and other management level reports.

Experience of managing housing, commercial and retail construction projects

Experience of Lean, ISO9000 and/or similar quality standards

Excellent interpersonal skills, both oral and written 

Able to work on own initiative, taking responsibility for actions and decisions surrounding area of accountability.

Ability to work to tight deadlines and deliver best value results on behalf of client, challenging where appropriate. Demonstrate sound decision making delivering positive yet sensitive outcomes, knowing when to escalate.

Excellent organisational ability, demonstrating sound project and financial management. Be innovative and a motivator.

Able to use a range of Microsoft or similar packages including Word, Excel, Visio and Project to an advanced level.
Understanding of and ability to use SAP, MS Project, Property and GIS databases, Northgate with training provided and be familiar with CRM and other marketed solutions
Substantial experience of directly managing contracts and projects within a wide range of disciplines, liaising where appropriate with staff at all levels in order to accomplish satisfactory results



	Indicative Qualifications 

Educated to degree level in a related field and/or suitable Project / construction management qualification commensurate with the post and/or significant relevant experience.


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed
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