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Job Description

	Job title:
	Project Manager 

	Department/School:
	Planning, Performance and Strategic Change (PPSC)

	Reports to:
	Portfolio Manager 

	Grade:
	8

	Location:
	University of Bath Campuses 



	Job purpose

	
As a Project Manager, you’ll be at the forefront of delivering the University’s 2021-2026 Strategy, working on complex projects that span academic departments and professional services. Reporting to the Portfolio Manager within the Strategic Projects Office, you’ll have the opportunity to manage projects that enhance the university's future direction.

The role will:
· Manage high-priority projects that impact strategic delivery across the University.
· Collaborate with diverse teams of academic and professional colleagues to tackle complex challenges.
· Develop and strengthen project management capabilities throughout the institution, making a lasting impact on how we deliver success.
· Engage with stakeholders at all levels, from senior leadership to project teams, ensuring effective communication and collaboration.
· Present your progress and insights to the Project Board, ensuring alignment with the University’s strategic goals.

The role holder will require:
· A passion for managing projects and an ability to inspire and engage others.
· Proven experience managing complex projects with multiple stakeholders.
· Strong communication skills and the ability to work effectively across diverse teams.
· A commitment to continuous improvement and helping the University achieve its ambitious goals.




	Source and nature of management provided 

	
Reports to Portfolio Manager




	Staff management responsibility

	
Where relevant this role will have supervisory responsibility for staff working for this post holder in a project capacity. 

The post-holder will be expected to implement and work within the University’s Policies and Guidelines.






	Main duties and responsibilities 

	1
	Manage the project(s), including being responsible for all stages of the project life cycle from supporting planning the concept, design & plan, implement & handover through to review & close. 

	2
	Support the Project Sponsor and key stakeholders to enable them to recommend a range of options within a business case and / or project mandate based on feasibility work. Ensure a focus on project outcomes to deliver the benefits required.

	3
	Agree, manage, and monitor the projects and their resources against the programme and / or project plan - forecasting resources in a timescale which is achievable by the project team and allocating workstreams and work packages for completion to leads and / or individuals within the team.

	4
	Use the PSSC project management framework, processes and procedures as required, to ensure that programme and / or project decisions are well-informed and justified. 

	5
	Use knowledge, experience and initiative to identify and manage risks and resolve complex issues. Escalating actions/decisions via the project governance structure as appropriate.

	6
	Manage relationships with a wide range of stakeholders across University wide departments to ensure that the project’s time, budget and quality objectives are met. 

	7
	Support the work of consultants, vendors and other external suppliers, allocating and utilizing resources in an efficient manner and maintaining a co-operative, motivated and successful team.

	8
	Communicate effectively and engender strong professional relationships within the project team, departments and throughout all levels of the University to maximise the delivery of projects and programmes.

	9
	Report to the Project Sponsor, and the programme or project board, at agreed intervals and respond to their requests. Play a vital role in the project governance and decision-making structure.

	10
	Implement project management approaches and tools to drive the project forward and meet project objectives. Awareness of the organisational level of maturity with regards to the project management framework, sensitive when to be assertive and when to be supportive.

	11
	Evaluate (along with the Project Sponsor and key stakeholders) the project to include a record of benefits accrued and lessons learned.

	12
	Maintain an overall understanding of the needs of the University in a changing HE Sector that relate to current projects and programmes. Working closely with the Senior Programme Manager and PSSC leadership team, use this knowledge to inform future University strategy and development.

	13
	Work with the PSSC leadership team to promote development of project and programme management within the University community, building confidence and capability through all levels of the Community. Ensure that all advice given and fully reflect University strategy and policies.

	14
	Support the PSSC senior leadership team in design and delivery of training for groups of staff on project and programme management and provide mentoring to project managers, project leads and sponsors as required.


	
In addition to University provided training and development, you will undertake sufficient personal and professional development as required, ensuring skills and knowledge are up to date so that the role is performed to the required level.

You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.

Some occasional travelling may be required, for example to user groups or conferences.




Person Specification

	Criteria
	Essential
	Desirable

	Qualifications

	Educated to degree level in an appropriate subject or equivalent qualification or experience in a related field
	
	√

	Experience/Knowledge

	Demonstrable experience of successful project management within a large organisation, including implementation, transition to on-going services and benefits realisation 
	√
	

	Experience of complex organisation-wide change management
	√

	

	Experience of managing a project to deliver project objectives within a large and diverse organisation
	√
	

	Experience of supporting networks and developing information resources
	√

	

	An excellent knowledge of the UK Higher Education context in relation to learning and teaching activities
	
	√

	Skills

	Excellent team leadership and management skills, including effective coordination, motivation and negotiation.
	√
	

	Excellent organisational and project management skills, with the ability to achieve results for multiple, simultaneous projects with competing demands.
	√
	

	Excellent ability to plan, understand and identify key deliverables and the critical paths to their achievement.
	√
	

	Excellent written and verbal communication skills, including the ability to adapt communication style to suit the audience and to work with staff at all levels.
	√
	

	Proficient in the use and utilisation of digital technology including project management packages.
	√
	

	Attributes and aptitudes

	Ability to work to strict deadlines and when under pressure, often with diverse briefs. Able to manage pressure proactively for self and others.
	√
	

	Tenacity, personal drive and desire to achieve results.
	√
	

	Excellent customer relationship skills, in particular the ability to rapidly build good working relationships with key stakeholders
	√
	

	Excellent written and verbal communication skills, including the ability to adapt communication style to suit the audience and to work with staff at all levels
	√
	

	Proficient in use of Microsoft Excel, Word and project management packages
	√
	

	Ability to adapt quickly and exploit opportunities within a challenging and dynamic business environment
	√
	

	Ability to deal with confidential and sensitive information with tact and discretion
	√
	

	Highly numerate and able to analyse data and processes to identify potential for improvement.
	√
	

	Attributes and aptitudes
	 
	

	Ability to work to strict deadlines and under pressure, often with diverse briefs
	√
	

	Ability to think strategically and to contribute to strategic direction
	√
	

	Personal drive and desire to achieve results
	√
	

	Commitment to providing excellent service for all students and staff
	√
	

	Commitment to team and self-development.  Continually improves knowledge, skills and behaviours making sure to transfer any relevant knowledge/skills gained to others
	√
	

	Positive attitude to the application of corporate policies and procedures
	√
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