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Reports to: Programme Management Office Lead

Job purpose
 

Job description
Job title: Project Manager

Hours:

Salary:

Location:

Contract:

Full-time

£46,000 per annum

Northampton

12 month fixed term contract

This role will be based within the
Programme Management Office and will
work across a number of priority projects
across the Association. 

This role will manage projects that
strengthen and support our local volunteer
networks enabling volunteers to deliver
services, support, fundraising and
campaigning activities that benefit people
living with and affected by MND. 

Work will focus on ensuring our
volunteering activity has the right
structures to deliver maximum impact for
people with MND whilst at the same time
managing risk and being seen as attractive
to new volunteers.   

While leading this project, there may be
need to support additional delivery projects
within the Programme Management Office. 
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Main responsibilities
 

— Oversee project governance, including
   establishing and maintaining project plans,
   RAID logs (Risks, Assumptions, Issues,
   Dependencies), change control logs and
   status reporting to stakeholders.
— Manage key stakeholders, ensuring
   deliverables meet agreed scope, quality
   standards and timelines, and establish clear
   handover and transition arrangements to the
   Volunteering Team.
— Oversee the mapping of beginning-to-end
   volunteering processes and documentation
   (business cases, user requirements), working
   collaboratively with the Volunteering Team to
   design improved future-state processes
   aligned to organisational needs.
— Working with subject matter experts from all
   relevant teams to manage change
   management activities associated with
   project implementation, including impact
   assessment, training, adoption monitoring
   and feedback mechanisms.
— Track project milestones and deliverables
   and provide regular and relevant formal and
   informal progress updates to stakeholders
   and relevant parties regarding ongoing
   development.

— Plan and schedule activities that require
    internal stakeholders and team resource to
    ensure capacity and time are committed and
    made available in line with the agreed
    delivery plan.
— Facilitate and chair project meetings, 
   as required.
— Ensure projects are carried out to agreed
    budgets and schedules, minimise project
    creep and manage any mitigating actions.
— If required lead the end-to-end procurement
    process for any external suppliers, including
   development of documentation, coordination
   of supplier demonstrations and evaluation
   processes.
— Develop project communication plans
    working with business and communications
    teams to facilitate communication of new
    products to our audiences.
— Ensure all activities are delivered in
    accordance with the Association’s Mission,
    Core Values and Dignity and Respect at
    Work Policy.
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Essential criteria
 

— Experience working on or leading complex
    change initiatives across geographies,
    including communication, engagement, and
    leading training
— Experience of project management and
    delivery experience, and demonstrable
    practical understanding and experience of
    working within a range of project
    management methodologies E.g. Agile and
    Waterfall project methodologies, ideally with
    relevant professional qualifications
— Experience of producing high quality
    documentation to support project delivery
— Excellent written and verbal communication
    skills, clearly articulating ideas, solutions
    and recommendations across all levels of
    the organisation
— Highly motivated with excellent time
    management skills and able to work under
    own initiative managing and prioritising
    multiple projects and tasks
— Strong team player and motivator of self 
    and others
— Experience in leading project teams to
    successful delivery
— Experience in stakeholder management,
    including experience of working with and
    managing third-party suppliers.

Desirable Criteria
— Experience of working with volunteers and
    collaborating on projects
— Recognised project management
    qualification (e.g. PRINCE2, APM PMQ or
    equivalent)
— Experience implementing Volunteering
    processes
— Relevant work experience within a charity or
    other public sector environment;
— Experience of involvement or co-design
    practices
— Knowledge of Agile and change
    management methodologies and
    frameworks (e.g., ADKAR, Kotter, or similar).
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