Skills – Third Sector JOB DESCRIPTION

	Job Title:
	Project Manager

	Job holder:
	


	Main Purpose of the Job

· To lead the management of projects for Skills – Third Sector around Learning and Skills, including the development and use of National Occupational Standards (NOS) and apprenticeships.

	· To develop and maintain relationship with partners, consultants and sector bodies to enable the successful completion of projects.
· To carry out all reporting and monitoring of projects to ensure that they meet the needs of Skills – Third Sector and any funders or partners.
· To contribute to the development of other relevant projects

	Position in the Organisation

	Reports to:
	Learning & Skills Manager

	Responsible for:
	Consultants and occasional temporary staff 

	Main Relationships:
	Contact and liaison with Skills – Third Sector staff and partners. 

Contact and liaison at senior levels with Sector Skills Councils, Standard Setting Bodies, Learning and Skills Councils, voluntary sector infrastructure organisations, local and regional learning consortia and networks, voluntary organisations, consultants and government departments.

	Scope of the Job

· Manage, develop and promote a series of projects both in England and the UK
· Represent and promote Skills – Third Sector and contribute to the work of the team 


	Duties and Key Responsibilities

1. Manage, develop and promote a series of projects in England and the  UK
· Build and manage relationships with the project funders and other stakeholders
· Build and manage relationships with relevant Sector Skills Councils (SSCs) and Sector Skills Bodies (SSBs)
· Lead on the submission of reports to funders

· Plan, set and monitor project budgets, timescales and milestones

· Build and manage relationships with key stakeholders for steering, working and focus groups for the projects
· Manage consultants, at Director and operational level, for the project to ensure high quality work is produced for project milestones and within budget

· Chairing and organising awarding body’s forum meetings.
	85%

	2. Represent and promote Skills –Third Sector and contribute to the work of the team.
· Contribute to the planning of the future strategic and operational plans of Skills – Third Sector
· Respond to enquiries about Skills – Third Sector and about skills and learning in the sector

· Contribute to Skills – Third Sector events

· Represent and promote Skills – Third Sector at external events 
· Manage relationships with a selection of Skills –Third Sector’s stakeholders in the sector and in the skills world
 Organise dissemination of accessible information and materials through partnership with memberships organisations, consortia and networks
 Ensure that Skills – Third Sector website is updated with relevant resources and information
	15%

	Dimensions and Limits of Authority

· Responsible for day to day management and monitoring of various projects relating to the work plan 
· Responsible for selecting and managing suppliers and consultants within budgetary limits according to financial procedures

	


	PERSON SPECIFICATION
	
	

	Knowledge/Qualifications
	
	Measurement *

	· Excellent understanding of the development and use of National Occupational Standards, and the development of qualifications based on the standards
AND / OR
Excellent understanding of the Voluntary and Community Sector and the policy environment it operates in, especially with regard to Learning and Skills issues and agendas
	Essential
	Test + Int

	· Project management
	Essential
	AF + Int

	Experience:
	
	

	· Managing complex projects with multiple stakeholders 
	Essential
	AF + Int

	· Managing budgets 
	Desirable
	AF + Int

	· Managing multiple projects on time and within budget
	Essential
	AF + Int

	· Developing and maintaining networks
	Essential
	AF + Int

	· Working in partnership with a range of organisations and stakeholders
	Essential
	AF + Int

	· Writing and communicating for a range of audiences
	Essential
	AF + Int +test

	· Experience of and commitment to equal opportunities and their practical application in the workplace
	Desirable
	AF + Int

	Skills & Attributes
	
	

	· Excellent interpersonal skills
	Essential
	AF + Int

	· Excellent communications skills 
	Essential
	AF + Int

	· Excellent presentation skills
	Essential
	AF + Pres

	· Ability to translate complex issues into clear promotional copy and briefings
	Desirable
	AF + Int +test

	· Ability to gather and research information to inform strategy development
	Desirable
	AF + Int

	· Evidence of the ability to act on own initiative and work collaboratively as part of a team
	Essential
	AF + Int

	· Evidence of managing others to ensure successful outcomes are achieved
	Essential
	AF + Int

	· Knowledge of Microsoft Office programmes
	Essential
	AF + Int +test


*AF = Application form  Int = Interview  Test = written test  Pres = Presentation
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