Job Description: Project Manager (fixed term post)
	Department: Web Services 


	Responsible to: Head of Web Services

Reports to: Web Development & Web Content Managers
Location: Claverton Campus, University of Bath



	Main Function of the Job: 

To manage a range of projects and the day-to-day workloads and activities of the Web Developers, Editors, Coordinators and Designer in Web Services.


	Main Tasks:

1. Ensure projects are delivered on time and to the quality required by the University.

2. Manage the workloads of staff within project teams, ensuring a high level of commitment, achievement and professionalism.

3. Assist with the identification of required resources, liaise with and co-ordinate all areas of the team to ensure deliverables are met.
4. Effectively apply methodologies and enforce standards adopted or developed by Web Services.
5. Effectively record and maintain project and task information and ensure it is communicated and stored appropriately.


	Date of issue:  June 2011


Person Specification

	Criteria


	Essential
	Desirable
	Assessed by

	 
	A/F
	I/T
	R

	Qualifications

	Educated to degree level or equivalent experience
	
	X
	x
	x
	x

	Experience/Knowledge

	Experience of project management
	X
	
	x
	x
	x

	Experience managing web-based projects
	
	X
	x
	x
	x

	Experience using agile methodologies 
	X
	
	x
	x
	x

	Skills

	Experience using a range of online tools and services (such as wikis and blogs) 
	
	X
	x
	x
	x

	Excellent organisational and people management skills
	X
	
	x
	x
	x

	Excellent written & oral communication skills
	X
	
	x
	x
	x

	Excellent interpersonal skills, in particular in working with both specialist technical staff and end users at all levels
	X
	
	x
	x
	x

	Ability to stay focused on the overall goals, while retaining close attention to detail
	X
	
	x
	x
	x

	Ability to manage tight deadlines and balance competing workloads to produce high quality solutions
	X
	
	x
	x
	x

	Ability to work independently, be proactive

and use own initiative
	X
	
	x
	x
	x


Code: A/F – Application form, I/T – Interview/Test, R - References
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