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JOB DESCRIPTION

Job Title:  Project Manager 
Directorate & Section/Unit: Minor Infrastructure Projects (MIP)
Reporting to:   Minor Infrastructure Projects Manager
Management / Supervisory Responsibility for: Internal and external contractors and stakeholders
Salary Grade:
PO1
WCC Management Level:


Number of Direct Reports: None
Our People Values:

To uphold and act in accordance with Worcestershire County Council's values;

· Customer Focus – Ensure delivery of a high quality service which meet the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.

· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.

Purpose of job: 


To implement transport policies and strategies aimed at reducing reliance on single occupancy car use. 
Responsible for the negotiation and delivery of non-major transport improvement and highway works projects within budget, time and quality constraints.

To deliver infrastructure projects and other schemes, which improve the opportunity for people to use sustainable transport, improve access to opportunities and services and reduce the need for single occupancy car use. 
To be a local authority expert on the development and delivery of walking, cycling, freight, motorcycling, passenger transport, DDA compliant and horse friendly infrastructure.

Main Activities & Responsibilities:

· To deliver projects as part of the strategic capital improvement programme relating to non-major transport infrastructure in accordance with the Local Transport Plan and in partnership with other colleagues internally and externally, and to manage and deliver any other projects as appropriate.

· To manage project budgets (typically £1.2m+ per annum), including monthly forecasts, monitoring and control, and all financial control systems requirements as part of this. 

· To ensure completion of project inception (including negotiations), feasibility, consultation work, procurement and construction of specific schemes within cost and time constraints and to quality standards.

· To work with other teams within the Directorate and the County Council, contractors and suppliers during project feasibility, consultation through to construction phases to develop projects that are practicable during construction and represent best value to WCC and stakeholders including arranging early contractor involvement (ECI).
· To supervise on site progress of construction and to ensure contractors have signed construction works in accordance with Chapter 8 and to work with contractors to ensure Health and Safety Project Management Plans are adhered to and being responsible for the sign off of these plans.
· To be part of a team of local authority experts on Active Travel with a sound knowledge and understanding of LTN 1/20 and Active Travel England’s Toolkits to support walking, wheeling and cycling and multi modal interchange.
· To liaise with contractors including the checking of costs, target prices and ensuring the Contractor complies with the ordering process, in particular working with Ringway via the Exor system.
· To work with partner organisation and commercial companies, to specify and procure relevant transport infrastructure in accordance with WCC procurement procedures.
· To help prepare funding bids, including development of business cases as required, and to contribute to the development of all policy and strategy regarding sustainable transport infrastructure and provide strategic input into the development and preparation of the Local Transport Plan.
· To draft technical reports for submission to Local Members and Committees.
· To advise Development Control on walking, cycling, passenger transport, DDA compliant and horse friendly issues on S278 and S106 agreements.

· To attend meetings with specialist external groups, including Active Travel England, District Councils, etc. to inform of works being undertaken and future planned works to help improve the highways network.  To gain input on request for infrastructure from these groups.

· To understand and implement the technical aspects of the Govenments Cycling, Walking and Investment Strategy 2 (CWIS2), Gear Change 2020 and Local Transport Note 1/20 (LTN 1/20), and be responsible for advice on all technical and legislative development relating to walking, cycling, Equality Act  compliant and horse friendly spheres and to set up systems to ensure that the needs of users, local and national voluntary organisations are being met .
· To ensure quality customer service is provided at all times, including responding to letters and Divisional County Council Members. 

· To assist the MIP Team Leader in continuing to develop and modernise service provision and to seek to refine processes and eliminate waste for maximum efficiency. 

· To keep up to date of relevant legislative changes and developments, including Best Practice and Design Guidelines.

· To work with the network management team to book road space. 

· To work with internal and external partners on the development of infrastructure to improve people’s access to key services, including employment, education, health and leisure opportunities, and to work in close liaison with colleagues in other parts of the service, adjoining areas, other authorities and partner organisations. 

· To engage and manage external consultants to assist in the above, where appropriate, and subject to approval of the MIP Team Leader
Generic Accountabilities:

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County          Council as well as maintaining constructive relationships.

     Internal: Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, Managers &   

Staff across all directorates, Project Staff 
     External: District & County Councils, Government Agencies & Departments, Police, Fire, Suppliers, 
Contractors, Service providers, Statutory and Voluntary Organisations, service users, clients,  customers, members of the public, volunteers, Members of Parliament, landowners, consultants, contractors, statutory undertakers, transport operators, businesses, Property Developers/Agents, Pressure and Specialist Interest Groups, other Local Authorities       
*Delete all contacts that are not applicable, add in any that are applicable
Additional Information:


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
· Reasonable adjustments will be considered as required by the Equality Act
Author:
 Tina Mclaughlin 
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PERSON SPECIFICATION

Job Title:



Project Officer
Directorate & Section/Unit:
 Minor Infrastructure Projects (MIP) 
Salary Grade:
WCC Management Level:

*Frontline staff 
*Delete/amend as appropriate 

EXPERIENCE: 
It is essential that the post holder has:

· Significant relevant experience in Highways/Civil Engineering 
· Significant relevant project delivery experience working to pressurised deadlines 
· Significant experience of applying construction health and safety law including the Construction (Design and Management) Regulations 2006 and other relevant law and regulations
· Significant experience of managing projects

· Significant budget management experience of schemes in the region of £250k or above
· Considerable experience of multiple project and change management 
· Considerable experience of developing partnerships with stakeholders, suppliers and contractors

· Considerable experience of dealing with press relations in a project delivery environment

· Considerable experience of dealing directly with the public, elected Members, contractors and statutory consultees

· Significant experience of Information Technology systems through the development and use of spreadsheet models and databases
· Considerable experience of working within a customer driven service
It is desirable that the post holder has: 

· Demonstrable experience of working with developers and the Development Control process

· Considerable experience of commissioning and managing work undertaken by external consultants

· Considerable experience of transport funding bid preparation

· Demonstrable experience of writing and submitting reports for senior management and Government departments

· Considerable experience of working with transport bodies (e.g. Department for Transport, Highways Agency)

· Demonstrable experience of working within the public, community or voluntary transport sectors

KNOWLEDGE, SKILLS AND ABILITIES: 

It is essential that the post holder has:

· Detailed knowledge of current passenger transport, park and ride, walking, Disability Discrimination Act compliance, equestrian, cycling, freight and motorcycling issues and associated regulations and environmental legislation.
· Excellent communication skills both oral and written

· Excellent IT skills with knowledge of packages using spreadsheets, databases, project planning i.e. Microsoft Project and word processing

· Good time management skills

· Good problem solving and negotiation skills

· The ability to work well on own initiative

· A proactive and creative approach

· An ability to work under pressure 

· An understanding of maps and good mapping skills

It is desirable that the post holder has: 

QUALIFICATIONS/TRAINING & DEVELOPMENT:
It is essential that the post holder has:

· Level 4 qualification or equivalent competencies / experience

· Has undertaken considerable training relevant to Transportation and Highways (e.g. Highways Technology and Highways Maintenance)

· Prince 2 Foundation level certificate
It is desirable that the post holder has:

· Supervisory and IT qualifications
ADDITIONAL INFORMATION:
It is essential that the post holder has:

· A willingness to adapt to change and be innovative in respect of service delivery

· The ability to travel at short notice in the course of employment

· A willingness to work outside normal office hours when required

· Political sensitivity

· A positive attitude

· The ability to negotiate effectively and tactfully

It is desirable that the postholder has:

· Is willing to work as a proactive team member and is enthusiastic in supporting the aim of improving sustainable transport provision in Worcestershire

· A detailed awareness of environmental and sustainability objectives 
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