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Engage, inspire, achieve





JOB DESCRIPTION
	Job Title:
	Project Manager

	Hours:
	35 per week

	Reporting to:
	Senior Manager Projects/HR

	Project:
	Projects


	MAIN PURPOSE OF POST:

	· Responsibility for setting up and/or effective delivery of relevant projects in line with contract requirements.
· Management of project staff.
· Ensuring quality and consistency of project performance, documentation and procedures.

	DUTIES:

	· Line management of a project staff, supporting with appropriate professional development, through performance management, supervision, observation, internal verification, CPD, mentoring, training, and constructive feedback.

· Manage project delivery with relevant external funders.

· Organise and develop the day to day running of project delivery to ensure delivery of contracts is achieved.
· Rigorously monitor project performance ensuring that all project delivery and budgets are on target and contracts are maximised.
· Identify and address any under-delivery against project targets, developing and implementing timely action plans to improve performance and ensure contractual requirements are met.
· Hold a small caseload where necessary to support project delivery and maintain service continuity.
· Draw up administrative and monitoring protocols and ensure comprehensive record-keeping systems are in place and fully maintained in line with funder requirements.

· Ensure timely completion of all administrative requirements, including written reports, data, claims, evidence of outcomes and documents required by funders.
· Strengthen existing relationships with organisations that offer appropriate referrals and develop new relationships to build on existing networks.

· Hold regular team and one-to-one meetings to ensure effective communication and programme delivery.
· Contribute to new funding applications where appropriate offering insight and data from projects
· Ensure information and communication is provided across all CLP projects to maximise referrals.

· Flexibly adapt to contractual needs and help implement change accordingly.

· Meet as required with the Senior Manager and CEO to monitor project performance.

· Organise and chair team meetings to ensure effective communication and project performance.

· Attend partner and funder meetings as required, ensuring effective working and the sharing of good practice.

	GENERAL:

	· Deliver work to a high standard and within agreed timescales.

· Attend and contribute to all internal and external meetings as required.

· Support wider project delivery across all Community Learning Partnerships contracts as needed.

· Maintain regular communication with line management.

· Always perform in a professional and appropriate manner as a representative of Learning Partnerships.
· Attend relevant training courses to increase knowledge and skills.

· Compliance to all Community Learning Partnerships policies and procedures.
· Undertake any other duties commensurate with the role.
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