[image: ] Step 1 Review the standardised job description
Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Project Manager

	Standardising Job description code
	GENPM-03
	Grade
	7

	Role Purpose

	The Project Manager leads the planning, coordination, and delivery of projects, applying expert knowledge to manage risks, resources, and stakeholders. Working with a high degree of autonomy, they ensure project objectives are achieved to time, budget, and quality standards, navigating challenges and driving high-impact outcomes.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Act as point of contact for less experienced team members, providing day-to-day guidance and allocating tasks.

	· Provide overall direction to the project team, ensuring resource availability and allocation of project tasks.
Provide day-to-day supervision and/or guidance to junior staff members within the department, fostering their professional development.  
[If relevant]
Line manage up to the maximum of one colleague.

	· Plan and coordinates budgets, performance metrics, resource allocation, and project activities to ensure efficient execution and successful delivery.

	· Demonstrate extensive expertise and proficiency in project management.

	· Conduct comprehensive analysis and research, interpreting complex data to inform strategic decision-making.

	· Prepare detailed reports and communicates insights effectively to stakeholders, offering insights and recommendations to enable decision-making to committees.

	· Cultivate strong relationships with stakeholders both internally and externally, fostering collaboration and synergy to achieve common objectives.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	[bookmark: _GoBack]Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Independently scope, plan, and manage the execution of detailed project plans to ensure delivery of key outcomes within agreed timelines and University standards.

	· Lead the project team, providing overall direction, assigning responsibilities, and ensuring sufficient resourcing to meet project objectives.
[if relevant] 
Line manage up to one staff member, including setting objectives, coaching, mentoring, and conducting performance reviews aligned with development needs.

	· Act as the primary operational contact for project-related matters across internal and external collaborators, including senior stakeholders.

	· Build and maintain effective relationships with internal stakeholders, third-party vendors, and external partners to support successful project delivery.

	· Monitor project milestones and overall progress, identifying risks, scope changes, or issues, and implementing corrective actions as required.

	· Analyse and interpret project-related data or management information, generating insights and recommendations to support decision-making.

	· Manage project budgets, ensuring cost control, accurate tracking of expenditure, and compliance with the University financial policies and procedures.

	· Coordinate and attend project meetings, working groups, and committees; provide regular updates, written reports, or presentations.

	· Service and report to relevant committees, monitoring and following up on action points.  Participate in forum/working group to share information and exchange ideas on best practice.

	· Facilitate clear and consistent communication across project stakeholders and team members to support collaboration and alignment.

	· Conduct post-project reviews to evaluate impact, document lessons learned, and make recommendations for future improvements.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level (or equivalent experience).
· Proven project management experience through the full lifecycle.
· Demonstrable experience of budget monitoring and financial management.
· Strong analytical skills, with the ability to assess complex data and provide actionable insights. 
· Proven ability to identify and resolve problems proactively, both independently and in collaboration with others.
· Excellent communication and interpersonal skills, with the ability to engage and influence a wide range of stakeholders. 
· Excellent written and verbal communication skills, including report writing and presentation abilities.
· High level of organisational, decision-making skills and attention to detail.
· Solid problem-solving ability to proactively highlight potential issues and generate solutions to manage or mitigate.
· Ability to take initiative and think creatively to overcome challenges, working both independently and part of a team. 
· 


	Desirable
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	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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