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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 (Senior)

	Standardising Job description code
	GENPM-04
	Grade
	8

	Role Purpose

	Provides strategic leadership on complex, high-value projects, shaping direction, managing risk, and influencing senior decision-making. Drives innovation, champions best practice, and ensures lasting impact through high-quality delivery and strong team performance.

	Grade Descriptors

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


	· Provide overall direction for complex, high-value or strategically significant projects, ensuring effective resource planning, task allocation, and successful delivery across multiple teams or workstreams.

	· [bookmark: _Hlk200973096]Lead and coordinate cross-functional project teams, offering expert guidance, coaching, and delivery oversight. Holds responsibility for team’s training, performance and outcomes within a project/matrix management environment.
 [If relevant/ OR]
Line manage members of the project team, provide day-to-day guidance, advice, coaching, and performance feedback. Accountable for conducting annual performance reviews and supporting staff development in line with individual needs and professional aspirations.

	· Take operational responsibility for key project activities within a faculty, division, or service area, actively contributing to decisions that shape performance, efficiency, and impact.

	· Offer expert input into long-term planning and strategy, using specialist knowledge and foresight to influence institutional decision-making and ensure project alignment with broader priorities.

	· Communicate complex project information and insights clearly and persuasively to diverse audiences, including senior stakeholders. Produces high-quality reports and briefings to support evidence-based decision-making.

	· Ensure successful implementation of policies, processes, and business plans within the scope of the project, contributing to compliance, assurance, and governance requirements.

	· Participate in and contributes to relevant internal groups, forums, and committees, providing subject matter expertise and influencing decisions that impact institutional priorities or project delivery.

	· Demonstrate leadership by championing best practice in project and programme management, promoting continuous improvement, and supporting a culture of collaboration and accountability.


	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

	· Define and agree project scope, objectives, and deliverables in consultation with senior stakeholders, aligning with institutional strategies and priorities.

	· Develop and lead the delivery of complex project plans, tracking milestones, resources, interdependencies, and risks to ensure delivery on time, within scope, and to budget.

	· Provide strategic direction and leadership to project team members, ensuring high performance, resource coordination, and effective task allocation across internal and external contributors. Line manage project team members, providing day-to-day guidance, coaching, and formal performance management in line with professional development needs.

	· Manage project risks, issues, and changes in scope, developing mitigation plans and escalating appropriately where necessary to ensure continued progress and stakeholder confidence.

	· Measure and monitor project progress, performance and impact outcomes using appropriate methodology, systems, tools and techniques championing best practice in the delivery of projects.

	· Communicate complex project updates, insights, and recommendations to stakeholders at all levels, including the preparation of high-quality reports and briefings for committees, boards, and senior management.

	· Actively contribute to project-related working groups, forums, and committees, providing expert input and influencing decisions to support effective policy, process, and strategy development.

	· Produce comprehensive project documentation, briefings and progress reports for key stakeholders. Provide expert advice, insights and recommendations in reporting management information, project progress or updates to committees.

	· Lead project financial planning and control, managing budgets, tracking expenditure, and ensuring compliance with institutional financial procedures.

	· Ensure compliance with university governance frameworks, policies, and procedures, supporting quality assurance and institutional accountability across all areas of project delivery.

	· Conduct post-evaluation project reviews, documenting learnings/improvements and ensuring project deliverables are completed and approved.

	· Build and maintain strong, collaborative relationships with key stakeholders, vendors, and external partners, ensuring alignment and shared accountability across all areas of project delivery.

	· Contribute expert advice to internal networks, working groups, or committees, influencing the adoption of best practice and promoting project management excellence across the organization.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level or equivalent experience.
· Substantial project management experience in delivering complex, high-value or multi-stakeholder projects.
· Experience in managing complex budgets and ensuring financial compliance.
· Proven ability to lead and influence multi-disciplinary teams, whether through line management or matrix structures.
· Strong analytical and problem-solving skills, with a proactive approach to risk management and issue resolution.
· Evidence of strategic thinking and the ability to align project delivery with wider institutional goals.
· Excellent written and verbal communication skills, with experience of preparing reports, briefings and presenting to senior stakeholders.
· Experience of participating in committees or working groups and contributing to strategic or operational decision-making.
· High level of organisational and decision-making skills, with the ability to work independently and under pressure.
· Demonstrated ability to build credibility and foster strong working relationships across a wide range of stakeholders.


	Desirable

	· Formal project management qualification (e.g. PRINCE2, PMP, Agile)
· Experience of working in a complex academic or research environment
· Familiarity with project management tools and systems (e.g. MS Project, Smartsheet, Asana)




	Date
	

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