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Job description

Greater Norwich Project Manager


	Department 
	Strategy & Transformation

	Service 
	Growth & Investment

	Grade
	K

	Reports to
	Greater Norwich Programme Manager

	Responsible for 
	n/a

	Job reference
	11241



	Job Purpose

	The Greater Norwich Project Manager is responsible for leading the delivery of funded projects on behalf of the Greater Norwich Growth Board (GNGB). It supports the Programme Manager by ensuring that objectives are clearly defined and plans are achieved within the agreed time, cost and quality contraints. 

The role focuses on monitoring, reporting and facilitating the progress of projects, providing updates and recommendations to the board of senior directors and the Greater Norwich Growth Board (GNGB) to influence decision-making.

The Project Manager has a key role in project governance and working with stakeholders to ensure the agreed project outputs are delivered to enable benefits to be realised. The role works across all levels in Greater Norwich partner authorities, and is instrumental in ensuring the provision of infrastructure to support planned growth.


	Context

	Greater Norwich’s population is projected to grow to over 447,0000 in the next 20 years with an additional 40,000 new homes and 33,000 new jobs required. The Greater Norwich Growth Board (GNGB), whose membership consists of the Council Leaders from Broadland, Norwich, South Norfolk and Norfolk County Council (NNC), oversees the planning and delivery of all infrastructure that will be required to support this planned growth, achieving more by pooling their resource and delivering together as the Greater Norwich Partnership. 

The current work is focussed on progressing and monitoring the delivery of the Greater Norwich Growth Programme which has allocated over £40m of funding to over 100 projects with additional allocations being brought forward each year. This needs to be financially managed alongside the drawing down, monitoring and reporting of up to £80m of borrowing from the PWLB as agreed within the Greater Norwich City Deal. 

The Greater Norwich Project Manager will manage the full suite of processes that support the Infrastructure Investment Fund (IIF). The role will report to the GN Infrastructure Delivery Board (IDB-Directors Board) and the GNGB.








	Accountabilities 

	Lead on the annual Infrastructure Investment Fund (IIF) call for projects, managing the full application appraisal process. Preparation of the Greater Norwich Annual Growth Programme which is progressed through the Infrastructure Delivery Board (IDB- Directors), GNGB and all partners District Cabinet and Councils for decision. 


	Be the main point of contact for all projects accepted into the IIF, working with fund managers to develop project plans and monitor delivery. Prepare and progress decision making reports, in alignment with Community Infrastructure Levy (CIL) legislation. 


	Responsible for the financial monitoring and reporting of the projects within the IIF programme. Lead on procurement processes for projects, creating contracts and writing tender documentation for strategy work.


	Manage the development, delivery, and digitisation of all Greater Norwich publications ensuring a more accessible format or reporting. 


	Ensure effective project communications so that all project stakeholders receive timely, accurate and appropriate information.


	Identify and monitor project risks and issues. Develop mitigating actions and escalate as appropriate. Identify and work with related projects to manage interdependencies.  


	Keep up to date with relevant policy developments and maintain websites to raise awareness and promote the work of the Greater Norwich Partnership.


	Support the Programme Manager in the delivery of any additional projects and workstreams.





Person specification

	Skills and abilities:
	Essential ()
	Desirable ()

	Ability to work collaboratively and encourage cross organisational working practices.

Effective time management and organisational skills with the ability to work well under pressure and meet demanding deadlines.

Political acumen and skills to develop productive working relationships in a manner that commands respect, trust and confidence.

Good communication and active listening skills. Able to clearly articulate information to a variety of audiences. 

Effective organisational skills and methodical approach with accuracy and attention to detail. 
	
















	

	Knowledge/Experience
	Essential ()
	Desirable ()

	Experience of project management or equivalent transferable skills and experience.
Experience of working with partners and other stakeholders to achieve goals and outcomes.
Proven experience in presentation skills, dealing with local members and senior officers.

Effective negotiation skills with a proven ability to achieve impact and influence with evidence of clear and concise written and oral/presentation skills.

Strong project and programme management skills including planning, organisation, prioritisation and problem-solving abilities.

Ability to use Microsoft Office applications. 
Understanding of local authority decision making involving Steering Groups, Committees and Cabinet etc

Ability to create and manage websites and write content for websites and newsletters.

Experience of using GIS Mapping software and/or Power BI dashboards

Ability to co-ordinate the input of a range of professional viewpoints to resolve development related issues.

	


















	





























	Qualifications
	Mandatory ()
	Indicative ()

	Level 5 qualification (eg foundation degree/HND) or equivalent experience. 

Project management qualification e.g. Prince 2 qualified or equivalent

	         

	







	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.



	Other Job Information 

	This post is funded jointly by the GN partnership authorities. The Partnership is governed by the Leaders of the four Councils and as such means you will work closely with Leaders and portfolio holders from the Authorities.






	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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