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Job description and Person Specification

High Streets and Hospitality Project Manager 


	Department 
	Economic Development

	Service 
	Strategy and Transformation

	Grade
	Grade K

	Reports to
	Programmes Manager 

	Responsible for 
	Retail & Hospitality Business Advisor, Project Support Office 

	Job reference
	10036



	Job Purpose 

	Lead the end‑to‑end set‑up and day‑to‑day management of the High Streets and Hospitality Matters programme, establishing the systems, processes and delivery framework required to ensure effective operation from inception through to delivery. 

Develop and manage the programme pipeline, oversee team workloads, and ensure programme commitments are met on time and to a high standard. 

Take responsibility for securing programme funding, preparing business cases where required, managing budgets, and ensuring all expenditure complies with funding rules and audit requirements. 

Produce accurate and timely performance reports, evidencing achievements, spend, impact and lessons learned. 

Oversee the development and delivery of grant‑supported and training‑led projects, ensuring compliance and quality throughout. 

Provide clear leadership to the programme team and manage relationships with internal and external partners—including District Councils, Town Councils, delivery organisations and stakeholders—to coordinate activity and ensure the programme delivers meaningful support to Norfolk’s retail, hospitality and visitor‑facing businesses.


	Context 

	The Project Manager will lead the delivery of the High Streets and Hospitality Matters programme within the Growth Hub, ensuring high‑quality, impartial support is provided to retail, hospitality and visitor‑facing businesses across Norfolk. 

The role will oversee the full programme framework, including business engagement, training delivery, 1‑to‑1 support, grant activity and partner‑led interventions. This includes managing the team responsible for business diagnostics, action planning and ongoing support, ensuring businesses receive consistent, effective guidance tailored to a fast‑changing sector.

The retail and hospitality landscape is dynamic and highly sensitive to shifts in consumer behaviour, digital trends, workforce pressures and the wider economic climate. The Project Manager must maintain a strategic understanding of the support available locally and nationally, ensuring the programme connects businesses with the right opportunities at the right time. The role will work closely with District Councils, Town Councils, partners and internal stakeholders to coordinate delivery across key high‑street locations. Since April 2024, the Growth Hub has been hosted by Norfolk County Council within the Economic Development Team of the Growth & Investment Department, continuing to deliver a trusted, impartial and place‑focused service for businesses and communities.




	Accountabilities 

	· Programme management responsibility for the programme. This includes programme design, delivery and monitoring, working closely with relevant stakeholders including the coordination of key reporting meetings. 


	· Develop and oversee the systems and processes required to manage and report on the performance of the High Streets and Hospitality Matters programme. This includes setting up clear frameworks for monitoring financial commitments, tracking the delivery pipeline, and reporting forecast and actual expenditure, outputs and outcomes. Lead the identification and management of programme risks and issues, ensuring appropriate controls, mitigations and change‑management processes are in place. Use financial forecasting to plan budget requirements and calculate the level of grant drawdown needed to support programme activity. Work closely with the Claims and Finance Officer to ensure accurate, timely submission of claims and full compliance with audit, funding and evidence requirements.


	· Lead officer for programme delivery – financial and programme management, recommendations for any variations and risk mitigations, leading conversations with delivery partners and key stakeholders/funders. 
· 
· Prepare and present contractual and management information reports for project funders and stakeholders. 


	· Manage the procurement of consultants required to provide specialist support for the programme. Oversee consultancy contracts to ensure cost control within the programme budget.  
· 
· This also includes oversight and monitoring of procurement contracts for specific programme deliverables with subcontracted delivery partners.


	· Line management of team – ensuring workplan in place, marketing strategy and work set for project coordination responsibilities.


	· Embed a continuous improvement culture within the team to actively propose improvements/changes to the programme and the delivery process throughout the lifetime of the programme, including recording and implementing recommendations for the evaluation led by DBT and managing key programme documents, such as the risk register, and logs of issues and lessons learnt. 


	· Work with the Claims and Finance Officer and project team in the preparation and submission of quarterly claims to cover revenue and capital spend forecasting.


	Lead on design, considering lessons learnt and recommendation from any programme evaluation from pilot activity and recommendations from pilot evaluation.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Degree or equivalent qualification

	Programme or Project Management


	Knowledge/Experience:

	Essential 
	Desirable 

	· Management of publicly funded programmes or projects, including the design and/or implementation of programme/project management processes and systems ideally within the business support environment. 

	Developing effective stakeholder relationships.



	· Experience working with senior stakeholders, both public and private sector.
· 
	

	· Delivery of public sector grants to business beneficiaries.

	

	· Management of and accounting for public funds and exposure to audit.

	

	· Retail and Hospitality knowledge, particularly at a senior management level. 

	

	Experience of line management.

	

	Skills:

	Essential
	Desirable

	· Ability to design new end to end processes with supporting procedures and data systems.

	

	· Ability to lead complex work programmes, working effectively with others to meet deadlines.

	

	· Ability to strategically manage a range of stakeholders, at a senior level, with differing priorities.   

	

	· Excellent planning, organisational, influencing and negotiation skills.

	

	· Excellent communication and presentation skills, both verbally and in writing.

	

	· Ability to analyse and condense complex data to produce concise reports.
Confidence and ability to deal effectively with financial and accounting issues. 

	

	· Use of MS Office applications.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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