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JOB DESCRIPTION
PROJECT MANAGER
OVERALL RESPONSIBILITIES
1.1 Assisting the Town Clerk in delivery of the Council's priorities. 

1.2 To be the lead officer for identified projects from Kendal Town Council and its Action Plan.

1.3 To be the editor and lead officer for production of the KTC Newsletter.

1.4 To be the lead officer for the KTC website. 

1.5 To be the lead officer for the Environment & Highways Committee.

1.6 To be the appointed Data Protection Officer for KTC.
SPECIFIC RESPONSIBILITIES
2.1  
To manage the delivery of projects identified in the Kendal Action Plan and by Council.

2.2
To develop project plans for the implementation of identified projects.
2.3
To implement these project plans in order to deliver the specified outcomes to defined timescales.

2.4
To effectively manage designated budgets and to immediately advise the Town Clerk of potential variations from annual income and expenditure estimates and to take appropriate actions as required.

2.5
To collaborate closely with other partners, specialists within and outside the Council and with the wider community.

2.6
To identify any external funding opportunities to optimise project delivery.

2.7
To appraise and report on the options for the delivery of identified projects.

2.8
To assist with determining the priorities and spend of Community Infrastructure Levy monies.

2.9
To manage the KTC website with assistance from the Admin Assistant and regularly review the whole website functionality.

2.10
To manage the production of the KTC newsletter three times a year to include the role of editor.

2.11
To review and manage the implementation of new modes of communication including social media.

2.12
To lead on the Environment & Highways Committee to include responsibility for agendas, papers, consultations, liaison with other bodies, reporting and undertaking/delegating actions arising. 
2.13
To manage the maintenance of the Council’s highways assets and installation of any new assets e.g benches, bus shelters.

2.14
To provide updates to Management and Environment and Highways Committees on the delivery of identified projects and other responsibilities. 

2.15
To be the appointed Data Protection Officer for the Council with responsibility for data protection compliance and associated work programme.

2.16
To undertake such other duties, in addition to the above, as may be assigned to the post from time to time.

3.0
REPORTING RESPONSIBILITIES

3.1 The Postholder will report to the Town Clerk.

4.0
PERSON SPECIFICATION

4.1
The Person specification containing details of all educational, professional and other personal requirements is below.
	Criteria
	Standard
	Essential
	Desirable

	
	
	
	

	Education
	Relevant Degree or equivalent experience
	E
	

	
	Relevant Professional qualification (final qualification gained by examination);
	
	D

	
	Relevant Management qualification (final qualification obtained by examination) and Membership of relevant professional body
	
	D

	Experience
	Experience in a relevant sector 
	E
	

	
	Evidence of project management
	E
	

	
	Evidence of partnership working
	E
	

	
	Evidence of flexibility in an approach to work.
	E
	

	Skills and Attributes
	Proven self-starter.
	E
	

	
	Proven ability to plan, deliver and evaluate work.
	E
	

	
	Proven ability to control resources/undertake financial planning and control budgets.
	E
	

	
	Proven ability to motivate and develop relationships with partners.
	E
	

	
	Proven ability to create, maintain and enhance effective working relationships.
	E
	

	
	Proven ability to communicate effectively with Council Members/Committees, groups, partners and individuals, both orally and in writing and through media such as a newsletter.
	E
	

	
	Proven ability to identify improvements in methods of work and bring about effective change.
	E
	

	
	Proven ability to develop and implement policies, procedures and strategies.
	E
	

	
	Proven ability to understand and use Information Technology including websites and social media.
	E
	

	
	Proven ability to understand data protection regulations and requirements.
	
	D


Version 4 – December 2018.
