ID2393 Project & Change Management Officer 

WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	Digital Project & Change Management Officer

	DEPARTMENT
	Corporate and Customer Services

	SERVICE/TEAM
	Digital Services

	REPORTS TO (JOB TITLE & JOB ID)
	Digital Services Team Leader

	GRADE 
	L08

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management  Form)  - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist welsh speakers – internal employees and/or  service users
	N

	Is this a post in which contact with the public is its primary function (external)?
	N

	Is this a post providing a public service in a Welsh language community or will serve a welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	N

	VERSION CONTROL (INSERT DATE OF DEVELOPMENT)
	13th July 2016


SECTION 1: JOB PURPOSE
	To project manage the delivery of strategic digital  programmes, projects and changes across the authority. 
To act as a gateway for co-ordination of specialist  resources and ensure such engagements are accurately costed and tracked throughout the project lifecycle. 

To manage a team of  specialists with diverse skill-sets to deliver authority-wide strategic projects and programmes within time, cost and quality parameters and to contribute to the Authority’s vision of becoming a Digital Authority.

To deliver business-critical technical change programmes and the preparation of reports based on research and analysis of data to improve strategic planning of services.

To advise, guide and manage the development, implementation and deployment of key digital projects and strategic initiatives. 


SECTION 2: DIMENSIONS

	To manage a small team engaged in design & delivery of complex digital  projects & solutions.

To build and manage virtual teams of diverse skills to ensure the successful delivery of digital related projects. Staff supervised may be from within the ICT function, the wider authority and external partners and 3rd party suppliers.

To prioritise and schedule significant volumes of key digital  work packages through the corporate  gateway.

To manage the  change control process to minimise the risk of downtime to critical digital services and therefore enhance the public’s perception of WCBC as a Digital Authority

 


SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility

	APPROX % Time on each (min 5%)

	1


	To assist the Digital Services Team Leader & ICT Lead Officer in defining the ICT& Digital Strategy in terms of systems, security and services to ensure that the Authority’s strategic aims are achieved. 
	

	2

	To project manage the delivery of multiple strategic digital-related projects & programmes both within the Authority and for our external partners within agreed time, cost & quality parameters.  Provide high quality policy, performance and consultation analysis for Members and Officers, including the production and presentation of appropriate project reports.
	

	3


	To develop and sustain rigorous project management and change principles across the Service  using industry recognised methodologies  And digital marketing techniques.
	

	4

	To manage stakeholders at all levels across the authority, from CE level, to own the successful delivery of projects & programmes.
	

	5

	To champion a continuous improvement culture in all Council  digital services and to contribute to the work of the Service by managing the delivery of multiple technical programmes & projects at local and regional level.
	

	6
	Undertake research into actively identifying uses of current and emerging digital technologies and how these can be applied with the Council.   
	

	7

	To build and manage virtual teams across departments, partners and suppliers, locally and remote, to ensure that digital related projects are delivered on time and within budget. 
	

	8
	Develop business cases into digital technologies and identify cost/benefit and potential return on investment.
	

	9

	To manage project risk including development of mitigation strategies.  To advise Members and Officers on risk mitigations;  to develop and maintain a risk register for digital-related projects and the wider Service. 
Ensure risk management is compliant with corporate procedures.
	

	10

	To represent the Service  at local, regional and national project meetings and provide input & advice to national digital programmes 
	

	11

	Maintain an understanding and up to date knowledge of the progress of all digital-related projects initiated by or affecting the Authority and escalate any associated issues or risks to the relevant Manager
	

	12
	Ensure all deliverables and projects are approved by the appropriate level of management within the organisation.
	

	13

	To provide guidance and support as an expert advisor on project and digital delivery to Officers    & Members. To provide coaching and mentoring on project and change management best practices to others both within the Service and the wider authority.
	

	14
	Use expertise in digital & project management to deliver creative  solutions to problems which may affect the successful delivery of projects and services.  To encourage innovative thinking to move forward the Council’s digital agenda and to raise awareness of the benefits of digital technologies and embed digital thinking throughout the Council...  
	

	15
	To contribute to the production and implementation of strategic digital programmes in conjunction with the Digital Services  Lead.  To liaise with senior officers, multi-agency partners and members and to support strategic partnerships and the collaboration agenda. 
	

	16
	To have the ability to react to short-notice changes in workflows and adapt plans and schedules accordingly.
	

	17
	Be aware of and comply with legislation, specifically related to Health & Safety, Equal Opportunities, Welsh Language  and Data Protection.
	


SECTION 4: CONTEXT STATEMENT

	To deliver strategic digital-related projects in a controlled manner and promote programme & project management principles across the ICT, Customer Services & Communications Service. 

To provide rigorous project management to ensure digital-related projects are correctly defined prior to implementation.

To deliver digital projects from inception to closure; producing formal Project Initiation Documents, Risk Registers, Project Plans, Closure documents.

To ensure that all projects and changes align with the wider council plan to become a Digital Authority.

To collaborate with project managers from WCBC, other local authorities and suppliers on major projects to ensure that wider programmes are delivered successfully.
To provide progress reports & project documentation to managers, senior managers and directors as required.



Standard Job Description Clauses for all posts: 

Job Evaluation:  This job description has been compiled to support the job evaluation process. The Council has adopted the GLPC Job Evaluation Scheme as from 2007.

Other Duties:  The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside the general scope of this grade of post will be with consent of the post holder. 

Review:  This is a description of the job as it is presently constituted.  It is the Council’s practice to periodically examine job descriptions and update them to ensure they accurately reflect the job required to be performed or to incorporate proposed changes.  The post holder will be consulted upon and all employees are expected to participate fully in such discussions.  It is the Council's aim to reach agreement on reasonable change, but if agreement is not possible, the Council reserves the right to insist on changes to the job description after consultation with the individual concerned. 
2 - Standard Job Description Clauses for all Management posts: 

Equal Opportunities:  The post holder is required to carry out the duties in accordance with the Council’s Equal Opportunities Policies and to recruit, induct and manage employees within the parameters of Equality Policy & Statement, Strategic Equality Plan ensuring all employees are trained appropriately.

Health and Safety:  The post holder is required to carry out duties in accordance with the Council’s Health and Safety policies and procedures and to lead and manage health and safety effectively across service area in accordance with all Health and safety Policies, the Health and Safety strategic Plan, Departmental needs, and ensuring all employees are trained appropriately.  
Training:  The post holder is required to carry out duties in accordance with the Council’s Training and Appraisal policies and procedures and to ensure all employees receive adequate training, development and appraisals, in order to achieve a highly motivated and efficient workforce.
Council Policies:  The post holder is required to carry out duties in accordance with the Council’s policies and procedures, in particular data protection, confidentiality, ICT, code of conduct, employee handbook and customer care.  Further information / advice is available from Human Resources and copies of these documents can also be found on the Intranet. Also to ensure all employees receive information and are trained in all key policies appropriate to their role and Department.

(Optional) Safeguarding: All employees working with children and or vulnerable adults have a responsibility to promote the welfare of children and vulnerable adults during the course of their work.
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PERSON SPECIFICATION
	Job Title
	Project & Change Management Officer

	Job Evaluation ID
	2393

	Grade
	L08


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	Degree or equivalent experience in a related discipline
	(
	
	F.C

	Project Management qualification or extensive experience in the delivery of projects
	(
	
	

	Relevant qualification in digital development, digital marketing or similar or extensive experience of this
	      (
	
	

	Good knowledge of Project Management techniques and procedures including risk and issue assessment, planning and financial controls
	(
	
	F/I

	Specialist Knowledge
	
	
	

	Experienced in the management  & control of Change in a complex technical & business environment, using industry standard processes & methodology (e.g. ITIL, CoBIT)
	(
	
	F/I

	Working knowledge and understanding of commercial and contractual issues
	(
	
	F/I

	Demonstrate a current knowledge of the functional structure of WCBC, its mission, objectives, strategies, and critical success factors
	(
	
	I

	Experience of effective partnership working, particularly multi-agency partnerships
	(
	
	F/I

	Experience of building and project managing virtual multi-disciplinary teams. 
	(
	
	I

	Experience of service delivery/project work in one or more local authority service areas (e.g. Housing, Education, Social Care, Economic Development, Environment, Health Promotion, Community Safety, Corporate, etc.)
	(
	
	I

	Sound understanding of the customer journey within a local government environment 
	(
	
	

	Experience of chairing meetings
	(
	
	

	Experience of effectively managing project budgets
	(
	
	

	Practical and Intellectual Skills
	
	
	

	Strong quantitative and qualitative analytical skills


	(
	
	I

	Strong oral and written communication skills

Excellent IT skills with good working knowledge of HTML and standard Windows tools including MS Project
	(
	
	F/I

	Ability to analyse and translate complex technical information and present it in an understandable way. 
	(
	
	I

	Ability to be responsive and to deliver within agreed tight deadlines.
	(
	
	I

	Well-developed organisational skills
	(
	
	I

	Excellent  presentation and communication skills (written and verbal)
	(
	
	I

	Ability to communicate  effectively with a range of audiences and to represent confidently the Department and the section in meetings with members, staff, partners and other contacts 
	(
	
	

	Ability to communicate in Welsh
	
	
	F

	Personal Attributes
	
	
	

	Ability to communicate and negotiate at a senior management level
	(
	
	

	Ability to work flexibly and as part of a team 
	(
	
	F.I

	Ability to negotiate with and influence others
	(
	
	I

	Ability to self-manage priorities and time allocation
	(
	
	I

	Ability to be innovative and creative in problem solving.
	(
	
	I

	Evidence of continuous improvement
	√
	
	

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	(
	
	I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	(
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	(
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test
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