
Job Description  
Job title: Partnership Manager 

Department/School: Health 

Grade: 8 

Location: University of Bath premises 

 

Job purpose 

The role 

The Partnership Manager will work together with the international Project 
Partners and STOP Partner Leads to manage and facilitate coordination of this 
high-profile project. 

You will work closely with the team of Project Managers at each institution to 
ensure that the project is delivered effectively and efficiently. At the minimum, 
you will facilitate and strengthen collaborative working including report collation 
for the funder and communication with the Steering Group. 

The Project is governed by the Steering Group, comprised of executive 
representatives from four organizations that comprise the partnership. You will 
facilitate the functioning of this Steering Group and the implementation of the 
decisions reached. You will serve as a first point of contact for Bloomberg 
Philanthropies (the funder), ensuring requests are communicated to the 
appropriate contacts and that responses are timely and coordinated. 

You will occasionally be required to be a spokesperson to external stakeholders 
of the partnership. 

The project 

STOP, a Global Tobacco Industry Watchdog, is funded by Bloomberg 
Philanthropies, and aims to expose the misdeeds of the tobacco industry, 
including interference in health policy. STOP is comprised of the Global Center 
for Good Governance in Tobacco Control, based in Bangkok; the International 
Union Against Tuberculosis and Lung Disease (The Union), based in New York; 
Vital Strategies, based in New York, and the Tobacco Control Research Group 
at the University of Bath. 

 

Source and nature of management provided 

Professor Anna Gilmore (University of Bath) will act as line manager. The 
appointment and annual appraisals shall be done by the Steering Group. 

 

Staff management responsibility 

You will line manage a Project Administrator, who will provide administrative 
support. 



Job Description  
 

Special conditions  

Regular national and international travel will be expected. Where funding allows, 
you may have the opportunity to be seconded to the other partners in LMIC for 
short periods. 

No previous work for or with the tobacco industry and organisations or 
individuals financially linked to the tobacco industry. To avoid potential conflicts 
of interests, applicants are therefore asked to declare any current or previous 
occupational activity with any tobacco company or those receiving financial 
contributions from the industry, whether gainful or not. 

 

Main duties and responsibilities 

1 PROJECT MANAGEMENT AND COORDINATION 

To provide project management and oversee administrative support across 
an international project ensuring cross-partner collaboration and effective 
delivery of outcomes: 

 Manage overall work of the project and project deliverables, with the 
other Project Managers, with a particular focus on elements of work 
requiring multi-partner input. 

 Coordinate joint elements of work enabling collaboration and 
minimising duplication. 

 Act as liaison with the funder, and lead on ensuring the project is 
meeting funder expectations.  

 Develop and update strategies and action plans for the project and 
implement use of appropriate project management tools (including 
scorecards and dashboards) to ensure accountability and maximize 
efficiency. 

 Maintain an effective system for sharing project documentation and 
Steering Group papers. 

 Establish effective cross-partner workflows and mechanisms to 
facilitate collaboration 

 In collaboration with partners, manage a global calendar of key 
events, milestones, deliverables, conferences and meetings of which 
partners should be aware.  

 Track progress of cross-partner projects and Steering Group/ Partner 
assigned working groups such as Communication group, IT security 
for the project, and development of STOP reporting products. 

 Set up and manage ad hoc working groups for particular priority 
areas and projects. 
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 Contribute to the development of project outputs, as required. 

 Provide secretariat support to the STOP Partner Leads Group and 
any of its sub-groups, where needed. 

 Implement and update, as needed, the STOP evaluation framework 
including:  

o coordinating the collection and collation of evidence of impact   

o ensuring that stories of impact are regularly shared with the 
funder, 

o using evaluation data to support continuous improvement. 

2 LIAISON WITH FUNDERS 

 Serve as initial point of contact for funder requests; ensure requests 
are communicated to all partners and that responses are timely and 
coordinated. 

 Coordinate monthly, quarterly and annual reporting to funders, 
ensuring fair and accurate representation of the outputs of the 
project and the contributions of the four organizations that comprise 
the STOP partnership. 

 Facilitate the production of cohesive and timely cross-partner reports 
on accomplishments and progress to the funder, in coordination with 
the Project Managers and Steering Group. 

 Lead and coordinate the development of bids for renewed funding, or 
other funding applications. 

 Act as a spokesperson, as required. 

3 LIAISON BETWEEN PARTNERS  

 Coordinate and link the work of the four organizations comprising the 
partnership, and with the funder. 

 Ensure regular one-to-one meetings with each partner to facilitate 
information sharing, communication and two-way feedback. 

 Facilitate effective and timely strategic planning between the 
partners. 

 Ensure the clear assignment of roles and responsibilities between 
partners to achieve agreed objectives. 

 Function as the Secretariat to the Steering Group and provide 
guidance on governance and risk, in accordance with the Steering 
Group rules of procedure.  

 Act as compliance officer to ensure that all rules emanating from the 
Board are complied with. 
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 Manage overall work of the Steering Group and other multi partner 

groupings, including sub-groups, to ensure follow-up and 
deliverables are met.  

 Establish and manage project governance systems and structures, 
including the establishment of policies and procedures (house rules, 
feedback mechanism and assessment, conflict management, 
stakeholder engagement rules) 

 Work with project managers to identify project risks and develop a 
registry to track risk and mitigation, ensuring this is kept up to date 
and that risk mitigation strategies are being implemented. 

 Ensure regular communications between the partners and organise 
and facilitate face-to-face meetings, at least annually, but where 
other opportunities arise, e.g. at appropriate conferences/events, 
with administrative support role. 

 Lead coordination of partner meetings, handling all logistics as 
needed. 

 Facilitate a regular cross partnership review of progress, and 
challenges with recommendations for action and improvements.  

 

4 

Develop and maintain relationships with external stakeholders, partners and 
collaborators as needed to:  

 promote the work of STOP 

 expand STOP’s audiences 

 ensure the effective delivery of project outcomes 

Perform other related duties as requested by your line manager and the 
Steering Group. You are expected to work collaboratively with the partner 
project managers and partner leads. 

In undertaking these responsibilities, the Project Manager will be able to 
delegate specific functions, but not accountability for them, to other individuals. 

 



Person Specification 
 

Qualifications and Training Essential Desirable 

Educated to degree level. ✔  

Other relevant qualifications or postgraduate training in 
project management. 

 ✔ 

PRINCE2, PMP or similar project management 
qualification. 

 ✔ 

Masters degree in relevant area.  ✔ 

Knowledge and Experience Essential Desirable 

Proven ability to successfully manage and deliver 
complex multi-partner, multidisciplinary projects/grants, 
preferably in universities. 

✔  

Experience of leading or coordinating strategic planning. ✔  

Knowledge and experience of working in one or more of: 
tobacco control, public health, policy advocacy, policy 
making, research. 

✔  

Experience of working with people at various levels, 
from administrative to senior level. 

✔  

Broad experience of securing funding for similar 
projects. 

✔  

Experience of working with various kinds of 
organisations, including universities, not-for profits, 
government agencies and philanthropic enterprises. 

✔  

Experience of line management and support of project 
staff. 

✔  

Experience of working in or with collaborators in LMICs.  ✔ 

Experience of representing projects and acting as senior 
spokesperson. 

 ✔ 

Skills and Aptitudes Essential Desirable 

Advanced Microsoft Project, Excel, PowerPoint & Word 
skill. 

✔  

Excellent influencing and negotiation skills ✔  

Excellent written and verbal communication skills ✔  

Management skills to inspire and enthuse project team 
members and the wider academic community 

✔  
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Skilled at dealing with difficult people and situations ✔  

Flexibility to work across a range of disciplines, cultures 
and time zones. 

✔  

Reporting regularly (oral and written) complex or 
detailed specialist information in relation to project 
activity. 

✔  

Ability to think strategically and to contribute to strategic 
direction. 

✔  

Personal drive and desire to achieve results. ✔  

Fluent in written and verbal English. ✔  

Multilingual.  ✔ 
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Effective Behaviours Framework 
The University has identified a set of effective behaviours which we value and 
have found to be consistent with high performance across the organisation. 
Part of the selection process for this post will be to assess whether candidates 
have demonstrably exhibited these behaviours previously. 
Managing self and personal skills: 
Willing and able to assess and apply own skills, abilities and experience.  Being 
aware of own behaviour and how it impacts on others.   
Delivering excellent service: 
Providing the best quality service to all students and staff and to external 
customers e.g. clients, suppliers. Building genuine and open long-term 
relationships in order to drive up service standards.   
Finding innovative solutions: 
Taking a holistic view and working enthusiastically and with creativity to analyse 
problems and develop innovative and workable solutions.  Identifying 
opportunities for innovation.   
Embracing change: 
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change 
as an opportunity and being receptive to new ideas. 
Using resources: 
Making effective use of available resources including people, information, 
networks and budgets.  Being aware of the financial and commercial aspects of 
the University. 
Engaging with the big picture: 
Seeing the work that you do in the context of the bigger picture e.g. in the 
context of what the University/other departments are striving to achieve and 
taking a long-term view.  Communicating vision clearly and enthusiastically to 
inspire and motivate others.   
Developing self and others: 
Showing commitment to own development and supporting and encouraging 
others to develop their knowledge, skills and behaviours to enable them to 
reach their full potential for the wider benefit of the University.  
Working with people: 
Working co-operatively with others in order to achieve objectives.  
Demonstrating a commitment to diversity and applying a wider range of 
interpersonal skills.   
Achieving results: 
Planning and organising workloads to ensure that deadlines are met within 
resource constraints.  Consistently meeting objectives and success criteria.   

 


