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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Project Manager - Small Works
	Job ref no: ISD-0085-25

	Grade:  6
	Department:   ISD

	Accountable to: Head of Estates Projects
	Responsible for: N/A


	Job summary:
To work with the Head of Estates Projects on the implementation, management and delivery of the College’s small works projects, minor works, refurbishment, building surveys and programmed work. Identifying and collaborating with external professional consultants and contractors to be engaged by the College and to manage the delivery of projects on time and to budget.


	Competency: Communication
Key tasks:
· Act as a key point of contact for internal clients.
· Promote awareness of and assist in the delivery of estates matters throughout the College.

	Competency: Liaison and Networking
Key tasks:
· To develop and maintain good working relationships with external authorities and agencies.
· To regularly and proactively liaise with and provide technical support to all estates staff, to ensure an integrated approach to the management, maintenance, and development of the Estate.
· Assist in the briefing, design and implementation of building and property related projects, across a variety of departments and user groups. 

	Competency: Service Delivery
Key tasks:
· Advise the department’s Executive Management Team in order to co-ordinate resources, expenditure and work programmes within the Department’s construction and improvement workload, produce regular management information and performance reports for the Head of Estates Projects and other departmental members as required.
· Lead on the timely development, progression and completion of projects and survey programs managed within the department.
· Produce and maintain specific project programmes in conjunction with internal clients, and contractors.
· Assist in the delivery of a ‘quality’ and ‘value for money’ service managing user and client expectations.
· Work to adopted project management procedures ensuring that all work is carried out in accordance with current legislation and regulations.
· Develop a planned maintenance programme for the fabric elements across the estate.
· Assist in the development, implementation, and maintenance of a register of contractors and specialists for use across the department.

	Competency: Decision Making
Key tasks:
· Undertake the role of Building Surveyor for the department, carry out surveys, diagnose building defects, inform the college’s asset management plan. 
· Administer small building projects for the College preparing specifications, drawings, and any other associated documentation. Carrying out tender analysis and manage the implementation of building works

	Competency: Planning and Organising Resources
Key tasks: 
· Reporting and monitor individual project budgets adhering to the College’s financial regulations and departmental guidance.
· Complete all project work, contract procurement in accordance with the College’s financial regulations.
· Assist budget holders in their management and reconciliation of delegated budgets from the Head of Estates Projects.

	Competency: Work Environment
Key tasks: 
· Assist managers within the Estates Department to ensure a safe and environmentally friendly environment for students, staff, and visitors. 
· Assist in the implementation of property related health and safety matters across the Estate.

	Competency: Flexibility
Key Tasks:

· Demonstrate a flexible approach to the delivery of work within the Estates Department. Consequently, the postholder may be required to perform duties not specifically identified in the job description but which are in line with the general responsibilities of the post.
·  Undertake other reasonable duties as required.



