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Job Description and Person Specification
 




Specialist Housing Project Manager (Process, engagement and promotion)

	Department 
	Adult Social Services

	Service 
	Capital and Housing Programme

	Grade
	Scale L

	Reports to
	Specialist Housing Programme Manager

	Responsible for 
	Project Support Officer

	Job reference
	MJ1651

	GR number
	GR4924



	Job Purpose 

	This role will contribute to the design and aims of the specialist housing programme and its projects, including the design and delivery of the overall engagement strategies of the programme working to agreed project management guidelines.  It will develop strategies to support promotion and maximise engagement on a programme level and lead on a site-by-site basis for specialist housing for older people (Independent Living) and working age adults (Supported Living), ensuring schemes are filled in a timely manner. 

This will include working with a large and varied audience to address concerns, support understanding and promote both the programme and the individual schemes.  The audience ranges from key partners, members of the public, local public sector, operational staff and service users.  

The role will be extremely varied, such as chairing and co-ordinating a “Team around a Scheme” (a site specific group with all key partners) to ensure all activity is planned and maximised and the scheme is filling, working with operations around the process about how schemes are filled, working with commissioning and specific service users on the design of accommodation, identifying additional information for operational staff to use and promotion with staff, and working with corporate communications on large scale promotional activity.

The role will also support the Programme Manager to develop appropriate housing strategies and lead on strands of engagement work, facilitating and summarising outputs of workshops, identifying and taking responsibilty for key areas of next steps.


	Overview/Context

	Adult Social Care has one of the largest spending profiles in the Council, with an ongoing challenge to reduce budgets against increasing demand. 

Supporting people to be independent is a key part of Adult Social Care Promoting Independence strategy, helping people to live for longer in their own home and avoiding or delaying the need for formal residential care.   

Norfolk County Council has two specialist housing capital programmes; Independent Living which began in January 2019, and Supported Living which began in April 2021.  The two programmes work with a range of partners to facilitate the development of further specialist housing in Norfolk.  By 2028, Norfolk County Council wants to have facilitated 1,135 units of Independent Living and by 2024 181 units of supported living.  

The concepts of Independent Living and Supported Living are not well understood in Norfolk, by public or members of staff.  The programme has identified a need for a dedicated role to both work with individual schemes that may be designed around service users as well as larger schemes which need to be understood by and promoted to operational staff and members of the public.  




	Principal Accountabilities 

	Contribute to the design and aims of the specialist housing programme and its projects, including delivery of a portfolio of specialist housing schemes from initial discussion, through build to scheme being filled, involving internal and external stakeholders.


	To contribute to, develop and deliver the overall change and engagement strategies of the programme, recognising the needs and perspectives of the variety of audiences.  Including to work with corporate communications, commissioning and operational teams on a site-by-site basis as schemes are delivered to promote access to the scheme as well as wider promotional activity and ensuring that all marketing activity is carried out to the highest possible standards


	Provide leadership and guidance to teams responsible for implementing key activities, including sound people management skills, data analytical skills and business process re-engineering techniques, required to achieve objectives. This will encompass working with customers, service users, providers, partners and stakeholders such as local councils and the NHS as well as management of project team resources making maximum use of deployed resources through effective and efficient matrix management skills.


	Manage project documentation to ensure that the storage, retrieval, disposal and management of all project information is compliant with agreed policies and standards, including creating, maintaining and monitoring project plans.  Including identify risks and issues and recommend control measures and actions. Work with colleagues to ensure alignment of work stream priorities and interdependencies.


	To introduce new innovative ways of reaching out to all staff to ensure that messages and new approaches are taken up across all teams, ensuring all activities are well planned and organised to support effective and meaningful involvement of staff, including those who may not have been as well engaged previously.


	Develop and maintain sufficient knowledge of the housing and care commissioning area to enable informed management decision making. This will require a working knowledge of the latest housing and social care market legislation and key issues, the Care Act, demand management and the Departmental savings requirements.


	Identify information and understanding gaps and proactively introduce strategies and assets to close gaps and promote concepts and schemes.  This includes flagging where process could be a barrier or identifying work to commission jointly with corporate communications.


	Take responsibility for creating and motivating teams as appropriate and ensuring effective and timely delivery of activities.


	Ensure effective project communications to ensure all stakeholders receive timely accurate and appropriate information and can provide their input to the project. Production of regular highlight reports to relevant governance boards as well as supporting and managing boards as appropriate.


	To be an advocate for vulnerable adults in all aspects of the work


[bookmark: _Hlk535317329]
Person specification

	Qualifications

	Essential 
· Undergraduate degree

· PRINCE2 practitioner (or equivalent project experience)

Desirable 
· Evidence of continued professional, managerial and personal development.

· Post graduate level qualification and/or experience of organizing and delivering complex projects.

	Knowledge/Experience

	Essential 
· Previous experience of project management or equivalent transferable skills and experience.

· Excellent communication skills with ability to achieve impact and influence, with evidence of clear and concise written and oral skills, and the ability to convey complex information in an accessible manner.

· Experience as a manager.

· Excellent facilitation skills.

· Excellent written and presentation skills.

· Ability to concisely and clearly report on project progress with extensive knowledge of project management tools.

· Experience of working with multiple partners to deliver projects, with clear examples of the challenges and mitigations to ensure success.

· Experience of developing processes and procedures.

· Knowledge of business strategy and best practice business planning approaches.

Desirable 
· Ability to translate change management requirements into appropriate activities or interventions.

· Ability to think creatively about change management interventions and advise on a blend of options.

· Ability to develop practical and creative solutions with demonstrated commitment to continuous improvement in areas of work.

· Experience and knowledge of issues in working with property/ land acquisition/ housing.

· Experiences of working with the statutory, private sectors and third sectors.

· Knowledge and experience of working in a political environment.

· Experience of marketing/ promotional campaigns.


	Aptitudes/Behaviours

	Essential 
· Takes responsibility for successful timely project delivery.
· Well organized and excellent time management.
· Inclusive and supportive team player at both corporate and directorate level.
· Acts in a professional manner at all times including sensitivity and confidentiality
· Takes the initiative to develop solutions and work plans based on business demands and objectives. 
· Proactive and dynamic in solving problems.
· Maintain judgement when working under pressure. 
· Commitment to probity, honesty and openness, treating people consistently, fairly and with respect.




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 regard 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.



Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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