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JOB DESCRIPTION 

	SERVICE AREA:

	Neighbourhoods & Housing

	POSITION NO:	

	SECTION:

	Housing Investment Services
	GRADE:  		Grade 11

	JOB TITLE:

	Programme Manager 
 
	DATE PREPARED:	July 2021


	EVALUATION DATE:
	9th August 2021
	JE NUMBER: 	NC555 


	ROLE & PURPOSE OF JOB: 

To provide effective, skilled and experienced management of projects within the Housing Investment programme, undertaking refurbishment and maintenance of the Council’s 24,000 Housing Stock making a positive impact on people’s living standards. 

You will work with technical surveying resources to develop and manage from conception to completion a number of housing refurbishment/maintenance projects, contracts and programmes.

To manage projects and programmes including supporting the procurement/letting of contracts budgets, outputs with direct management of contracts/contractors to achieve agreed project objectives.

The post will focus on delivering and working within the Housing Investment Team engaging with other internal Council departments, and its key delivery partners as well as other contracting organisations.

To undertake stakeholder consultation and engagement processes throughout the duration of the projects in order to ensure successful communications with tenants and inform the successful delivery of high-quality outcomes. 


	
PRINCIPAL ACCOUNTABILITIES: Please identify the level of accountability.


	1.
	Strategy -
Prepare briefing papers/reports to evaluate and recommend initiatives for implementation within Housing Investment in order to maximise the potential opportunities for the planning, delivery, continuous improvement, efficiency and safety of Housing maintenance and refurbishment of our properties.  
To support management of procurement e.g., start to finish procurement for refurbishment or maintenance projects to council housing stock, conducting consultation, evaluating bidders against agreed criteria, and coordinating bidders through to selection.
To compile and contribute detailed specifications and design briefs linking in where required with specialist designers/contractors, plus preparing feasibility plans, reports and briefing notes for strategic meetings.
To ensure a robust communications strategy is in place and implemented in partnership with key stakeholders delivering consistently high-quality information in an organisationally and politically sensitive environment.
To assess, advise and ensure value for money and affordability of projects throughout the programme to provide commercially viable outcomes. 
Research, advise and implement changes/developments in legislation, building construction, energy efficiency, best practice and equipment to remain responsive in providing a cost-effective, safe and efficient service for the Housing department and it's customers.

Create and co-ordinate the production of contract documentation, contract specifications and related reports to verify that all contracts comply with Council procurement strategies and relevant legislation. 

[bookmark: Text2]Produce and monitor expenditure profiles and co-ordinate workloads with contractors and partners to monitor the efficient management of housing revenue and capital budgets and contracts.

	2.
	Customer Focus -
Act as the main point of contact on specific projects and programmes, to manage change control, contract variations or disseminate data, and specifications to keep partners and stakeholders informed and involved in progress.

Appraise and determine solutions to operational, technical and design problems through discussions and negotiations with governing bodies, trade associations, manufacturers, contractors, tenants and other stake holders ensuring projects are delivered to  legislative compliance requirements whilst ensuring high quality standards of service are provided and maintained.

Implement the communications strategy/plan in partnership with key Stakeholders responsible for providing/delivering consistently high-quality information in an organisationally and politically sensitive environment, keeping Senior Management informed on any issues affecting the smooth implementation of the project.

Play an instrumental role in ensuring effective and innovative consultation and communication involving members of the public, elected members, delivery partners, local community, tenants and internal colleagues.

	3.
	Performance Management – 
To prepare and present reports on projects and programmes where required to Senior Management and/or a wide variety of other senior staff and key groups.

Responsibility for the delivery of specific projects and project milestones within the programme. This includes ensuring individual project or programme work-streams are developed in sufficient detail for business cases and procurement. This will include coordinating user groups to develop and sign-off designs, value-for-money costs, planning and legal consents.

Initiate and manage effective relationships with partnering contractors and key stakeholders including, tenants, tenant groups, elected members, and Council staff.

Effectively manage, mitigate and clearly report project and programme risks verbally or utilising detailed written reports.

Deliver project milestones through skilled intervention with work-streams and task groups taking responsibility for achievement of managed progress towards effective quality, cost and time targets by engaging other key staff and technical consultants.

Undertake the role of the Principal Designer in relation to construction refurbishment projects in accordance with the requirements of the Construction, Design & Management Regulations.

Develop, monitor and recommend improvements for project and programme performance criteria/KPIs to provide visibility of progress against key milestones and prepare complex reports as required for presentation at  Departmental Managers meetings,  Area Committees, other members, contractor or public meetings.

	4.
	Leadership – 
Lead and motivate a dedicated team of technical staff to provide continious safe, professional, responsive and high quality service to housing tenants and their homes.  

Lead and manage required internal and external meetings, plus technical surveying resources to facilitate the successful delivery of projects

Ensure effective coordination and communication between Duty Holders in relation to complying with the Construction, Design & Management Regulations.

Contribute to the development of departmental training plans to ensure that staff are suitabily trained and accredited. Undertake all neccsary staff management functions including 1:1’s  and team briefs to ensure they are kept updated on any legislative, staff, contractual and techinical standards changes.

Act in accordance with and deputise for Senior Management as required, including representing the department in a range of environments to promote excellent investment management and high-quality delivery contracts.

The post holder will also be required to act as the organisation’s competent person for health and safety and will be required to work proactively with all contractors and tenants to maintain a culture that promotes safe working practices and will further develop, monitor and implement management procedures and provide Health and Safety performance reports in relation to projects under their control. 

	5.
	Statutory Obligations – 
To work with key stakeholders in ensuring that the City Council fulfils its statutory responsibilities in respect to Health & Safety, Fire Safety, Gas, Electrical, Legionella and Asbestos duties whilst ensuring strict adherence to the Construction, Design & Management Regulations.

Manage, lead, guide and advise a team of professional technical staff to enable high quality work to be consistently produced. Regularly monitor, audit and review work undertaken to verify compliance with policies, procedures and service delivery plans. 





	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:

[bookmark: Dropdown1] 


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	3. HEALTH AND SAFETY 
The Health and Safety at Work etc Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Council.





	JOB CHARACTERISTICS: Confirm by crossing the boxes that the post has the following characteristics (Only cross the boxes that apply).

	· Postholder will be required to have a range of either professional or specialist knowledge or experience.

|X|

· Role will have supervision and planning of other people’s workloads and/or planning or scheduling of work over the short term.

|X|

· HR skills can comprise of being in a managerial role requiring motivating, developing and ensuring the health and wellbeing of a dedicated staff group and/or HR skills in influencing peer and senior managers.

|X|
· Role has latitude to determine appropriate actions within set policies and practices.  Role is subject to structured direction and supervision with set objectives.
|X|


· Role has requirement to identify and establish relevant policies and practices within their specific area of responsibility.   

|X|

· Role is required to manage/monitor/direct financial plans and budgets in line with corporate policy.

|X|

1. Role has the authority to make key decisions impacting on the Principal Accountabilities.

|X|







	ORGANISATION CHART:  Please provide Job Titles and Grades.  

	
	
	
	Immediate Line Manager
Partnership Manager
Grade 12

	
	
	

	Other jobs (peers) that report to immediate line manager
4 X 
Programme Manager G11
	
	This Position
Programme Manager
Grade 11

	
	
	

	



	
	Direct Reports
Typically 2-6 x Project Surveyor 8







	RESOURCE MANAGEMENT:
Section 1 & 2 should be completed. Section 3 should only be completed if the postholder does not have direct responsibility for staffing or budgets.

	1.
	Direct responsibility for Staff: (state numbers of staff and costs)
Project Officers (typically 2-6)

	2.
	Direct responsibility for Budgets: (state key specifics budgets and monetary sums)
Direct Responsibility – Maintenance and refurbishment projects and programmes to a value of between £6m to £10m per annum

	3.
	Impact on Corporate/Service/Departmental spending:
Impact on departmental spending and priorities set for Housing functions in line with the annual Housing Revenue Account budgets approved at Cabinet/Council during February each year.






	
PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified

	1. 
	Qualifications:

	
	HND/HNC in Construction or related domestic technical subject, or Chartered status or membership of other related professional body, or extensive direct project management experience at a similar level in a technical related field.

Successful completion of Prince 2 or other relevant Project management qualification or demonstrate equivalent relevant experience
	|X|



|X|

	
	AF/CQ

	
	Evidence of continuing professional development and/or membership of professional body
	
	|X|

	AF/CQ

	2. 
	Relevant Experience:

	
	Proven experience of technical project managing or undertaking 
a similar technical role with a range of complex maintenance 
or refurbishment projects in a comparable organisation
	|X|

	
	AF/I/P

	
	Experience of developing and implementing strategies at a high level, meeting deadlines to high standards and in accordance with budget allocations
	
	|X|

	AF/I/P

	
	Experience of successfully line managing and leading staff in a project setting
	|X|

	

	AF/I/P

	
	Experience in negotiating with contractors, key stakeholders / staff in all areas of project management
	|X|

	
	AF/I/P

	
	Contributing to projects, action and delivery plans and providing progress reports in order to meet defined objectives
	
	|X|

	AF/I/P

	
	Experience of managing external advisors (e.g., legal, technical, financial) and client / advisor relationship
	
	|X|

	AF/I/P

	
	Experience of applying the Construction, Design & Management Regulations to refurbishment and maintenance projects and undertaking the role of the principal designer
	|X|

	
	AF/I/P

	
	Wide range of technical expertise in the maintenance and refurbishment of domestic housing
	|X|

	
	AF/I/P

	
	Experience of successfully managing activity and performance targets
	
	|X|
	AF/I/P

	
	Ability to manage effective budgets/resources and enforce proper financial controls, showing sound business judgement
	|X|

	
	AF/I/P

	
	Successful project management experience with evidence of project delivery to time, quality and budget
	
	|X|

	AF/I/P

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with members of the public, children and young people and/or vulnerable adults (stakeholder & communications management)
	
	|X|

	AF/I/P

	
	Demonstrate resilience when leading change and dealing with changing business priorities 
	|X|

	
	AF/I/P

	
	Has a proactive, systematic approach and the ability to forward plan and deliver
	
	|X|

	AF/I/P

	
	Skilled communicator, manager, motivator and coordinator with the ability to convey the actions required to deliver large projects whilst having strong leadership skills with effective coaching and mentoring ability
	|X|

	
	AF/I/P

	
	Strong business acumen, able to build and communicate sound commercial reasoning within business cases, through bidder evaluation processes and in commercial environments
	|X|

	
	AF/I/P

	
	Influencing and negotiating skills to establish good working relationships with a wide range of staff and stakeholders at all levels
	
	|X|

	AF/I/P

	
	Effective communication, interpersonal skills; negotiating, problem solving and project management skills and the ability to facilitate change where there is resistance and an understanding of the techniques required to remove the barriers for successful change
	|X|

	
	AF/I/P

	
	Committed and able to work as part of a team and able to create, develop and maintain effective working relationships with internal / external contacts and contractors
	|X|

	
	AF/I/P

	
	Ability to work with limited supervision or direction and to lead others to make well analysed decisions based on complex data
	|X|

	
	AF/I/P

	
	Ability to propose and implement improvements to systems and working methods, capable of thinking “outside the box” to develop strategic direction
	
	|X|

	AF/I/P

	
	Ability to work within set parameters consistently for the duration of all project phases, to show a methodical attention to detail whilst retaining a strategic overview
	
	|X|

	AF/I/P

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults
	|X|

	N/A
	AF/I/P

	
	Possesses a detailed understanding of project management methods, systems and procedures, technical practices and can use these in the delivery of large and complex projects
	
	|X|

	AF/I/P

	
	Developed and delivered strategic and operational plans with effective controls
	
	|X|

	AF/I/P

	
	Appreciation of wider/strategic including government policy and legislation that affect local government, and how they impact on the job, particularly legislative changes
	
	|X|

	AF/I/P

	
	Uses knowledge to analyse and solve problems with an appreciation of possible longer-term implications
	|X|

	
	AF/I/P

	
	Has detailed and working knowledge of Health & Safety practices in construction and you will be able to apply the Construction, Design & Management Regulations (CDM) to refurbishment and maintenance projects
	|X|

	
	AF/I/P

	
	A good overall knowledge of a diverse range of relevant project areas (e.g. construction, service delivery, strategic visioning, site analysis, legal and financial issues)
	|X|

	
	AF/I/P

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners, colleagues, elected members and contracting organisations, requiring a high degree of courtesy, tact, clear articulation of instructions and authoritative implication
	|X|

	
	AF/I/P

	
	Excellent communicator that can work across multiple channels and oversee the development and production of public communications including working closely with the Council’s communications team to keep all stakeholders up to date with project progress
	
	|X|

	AF/I/P

	
	Is effective in leading others through skilled communications able to identify and adapt to different communication mechanisms in order to provide accurate and timely information to the Project Delivery Team, other staff and external organisations and ensure a consistent message is formed, maintained and delivered
	|X|

	
	AF/I/P

	
	Evidence of developing teams by coaching, training and delegation
	
	|X|
	AF/I/P

	
	Is highly skilled in influencing, motivating, persuading and negotiating within the project. The ability to delivery project outcomes within complex organisational structures and partnerships (both internal and external)
	
	|X|

	AF/I/P

	
	Ability to manage expectations and wishes of key stakeholders who may have opposing views and motivations
	
	|X|

	AF/I/P

	
	Written Skills

	
	Strong written communication skills including the ability to prepare/present complex, sensitive or contentious reports including analysing data for presentation to individuals, teams and groups
	|X|
	
	AF/I/P

	
	Ability to deliver high quality written business cases, risk reports, data analysis, progress briefs, programme & project plans. For a variety of audiences
	
	|X|
	AF/I/P

	6.
	Other: (if there aren’t any state ‘none’)
	
	
	

	
	None
	
	
	




	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	|X|
	N/A
	I

	
	Respect
	|X|
	N/A
	I

	
	Learning
	|X|
	N/A
	I

	
	Ambition
	|X|
	N/A
	I

	
	Partnership
	|X|
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:
	
	
	

	
	Leading forward
	|_|
	N/A
	     

	
	Improving services
	|_|
	N/A
	     

	
	Analysis and decision making
	|_|
	N/A
	     

	
	Making things happen
	|_|
	N/A
	     

	
	Communicating with impact 
	|_|
	N/A
	     

	
	Collaboration 
	|_|
	N/A
	     

	
	Developing self and others
	|_|
	N/A
	     

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs 

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	     

	
	     
	|_|
	N/A
	     

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory #  Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). #Service area to select as required.
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	|X|
	N/A
	AF(after short listing)
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