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Post 16 Education, Employment and Training (EET) Project Manager


	Department 
	Children’s Services

	Service 
	Post 16 EET Service

	Grade
	Scale K

	Reports to
	Post 16 EET Service Manager

	Responsible for 
	SEND Employment Officer (fixed term post until August 2026)

	Job reference
	JE6049



	Job Purpose

	The Local Authority has a clear role to ensure suitable and sufficient provision for all post 16 learners and to support effective transitions from pre to post 16 learning.

The Post 16 EET Project Manager will be responsible for establishing and delivering a programme of work within the Post 16 EET Service and in collaboration with a range of partners that will improve post 16 learning outcomes for 16-18 year olds (up to 25 years for young people with SEND) with particular reference to vulnerable cohorts and those most at risk of becoming NEET.

The Post 16 EET Project Manager is responsible for bidding, reporting, delivery and financial responsibility for activities funded through the DfE to increase Supported Internships, including the management of stakeholders/delivery partners and the line management of the SEND Employment Officer to achieve project outputs.


	Context

	The Post 16 EET Service is part of the Strategy, Planning and Change Directorate within Children’s Services. 

Nationally as well as locally there is rising youth unemployment and young people who are vulnerable such as those with SEND, care experienced and those missing education, are disproportionately represented in the NEET cohort. 
Solutions require a high level of partnership working across the pre and post 16 landscape including the education and training sectors, the voluntary sector and health.

The Post 16 EET Projects Manager reports to the Service Manager and is part of the Post 16 EET management team. They will initiate and deliver a range of projects and workstreams that support increased participation in post 16 learning and contribute to relevant strategies and initiatives e.g. 16-19 Sufficiency, Local First Inclusion, the Norfolk SEND & AP Strategy and the Youth Justice and Learning Inclusion Post 16 Plan.




	Accountabilities

	Develop and deliver a range of identified projects that support effective and sustained transitions from pre to post 16 learning. 


	Identify innovative and best practice locally and nationally and prepare business cases outlining benefits, risks and outcomes.


	Draft Project Initiation Documents (PIDs) and ensure that Projects are scaled in line with NCC corporate project management guidelines and are supported to achieve the outcomes envisaged in the business case. 


	Develop communications plans and risk registers to support the commissioning / project discipline process.


	Responsible for bidding, reporting, delivery and financial responsibility for activities funded through the DfE to increase Supported Internships, including the management of stakeholders/delivery partners and the line management of the SEND Employment Officer to achieve project outputs.


	Support the Post 16 EET Service Manager in driving forward improved outcomes in EET for young people with SEND and AP through facilitating key groups and workstreams. 

	Maintain good working knowledge of current, and planned, statutory and regulatory policies and frameworks in relation to post 16 education and SEND. 


	Utilise comprehensive knowledge of relevant NCC strategies and policies e.g. 16-19 Sufficiency, Norfolk SEND & AP Strategy, LFI, Youth Justice/Learning & Inclusion to ensure project management design and delivery is directly linked to planned activity and targets and to ensure identified impact is achieved. 


	Provide regular updates to senior management team regarding programme and project activity; including risks, mitigation and escalation requirements to ensure outcomes are achieved.


	Safeguard and promote the welfare of children and young people or vulnerable adults that the postholder is responsible for or comes into contact within the context of the role. 




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Ability to engage and network with range of stakeholders, to impact and influence approach to service delivery and to encourage more effective approaches.

Good communication skills, with ability to convey complex information both written and orally in a clear, concise and accessible manner.

Ability to develop practical and creative solutions 

Ability to plan and prioritise work and motivate project team members

Evidence of the ability to utilise management information and technology to assist in achieving goals.

Ability to think, plan and act strategically.

Ability to set and deliver realistic, co-ordinated objectives in accordance with organisational priorities.

Inclusive and supportive team player.

	ü



ü



ü

ü



ü

ü


ü


ü
	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Previous successful demonstrable experience of:
· Project Management – frameworks / discipline

· Good working knowledge of all legislation and statutory obligations and policies relating to post 16 Education & Training and special educational needs and disability (SEND)
 
· Developing productive working relationships with partners from a wide range of individuals/organisations to ensure the best post16 outcomes for young people in Norfolk

· Ability to understand, interpret and implement statutory processes

· Analysing data and other information to identify key issues, trends and to establish and promote identified best practice

· Effective chairing of meetings, reconciling differences between professionals

	
ü

ü




ü





ü


ü



ü

	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Educated to degree level in a relevant subject

Project Management qualification eg Prince 2

	ü


	

ü




	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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