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Job Description
	
Office Review Project Manager – 12 months fixed term

	Line manager 
	Executive Director – Corporate Services

	Post holder
	Vacant

	Department
	Corporate Services

	Location 
	[bookmark: _GoBack]Nationwide

	Direct reports
	Executive Director – Corporate Services

	Purpose of role
	To project manage and deliver the office review project together with the related move and refurbishment project on time, in budget, to agreed design and quality standards and in line with best practice and compliant Health and Safety standards and landlord requirements. You will communicate between internal functions and external suppliers including IT and facilities.


	Key relationships
	


KEY RESPONSIBILITIES

1. 	To implement the project from agreeing the scope of works to opening the new and refurbished offices in line with brand ethos and defined brief. 

2. 	Communicate and co-ordinate with all relevant internal and external teams ensuring the timely visibility of project information. 

3. 	Working closely with key personnel eg. facilities, IT, property consultants and department heads to ensure smooth and on time office move and set-up of equipment. 

4. 	To ensure all relevant completion information is obtained from suppliers and stored to comply with Health and Safety regulations and to enable efficient ongoing site maintenance. 

5. 	To track, monitor and drive external contractors against agreed specifications, cost and time parameters and facilitate communication between external suppliers and key internal parties. 

6. 	Work very closely with all personnel to plan and facilitate the actual moving of internal personnel, workstation and team possessions and equipment from a number of key sites ensuring minimum down time and a painless transition. 
7. 	Act as facilitator/key contact with the landlord’s security and building services staff regarding permissions to work/access to the building for contractors etc.

8. 	To co-ordinate any subsequent making good, dilapidations of empty sites in conjunction with facilities, IT and property teams. 

9. 	May be required to participate in Business Continuity (BCP) activities. 

10. 	Are required to comply with the Association’s Equality and Diversity Policy and procedures and may be required to participate in promoting them. 

11. 	Will be required to carry out any other duties of a similar nature and type, and carrying the same level of responsibility, as may from time to time be directed by the Association through your line manager. 

12. 	Undertaking such flexible and additional working hours as may be necessary,
within reason, to facilitate the efficient fulfilment of the Association’s services.

Knowledge & experience required 

1. 	Demonstrable experience in hands-on project management and delivery in  fit-out industry; commercial, retail or light construction. 

2. 	Sound working knowledge of office planning and fit-out, power and data cabling, cost control and programme management. 

3. 	Ability to co-ordinate and communicate between skilled specialist suppliers: IT, telecoms, fit-out contractors and internal specialist departments eg. IT, interior design, facilities, etc. 

4. 	Ability to manage detailed logistical programmes within tight cost constraints, including sensitive hands-on people management re moving.

Competencies & skills required: 

1. 	Project management expertise and qualifications. 

2. 	Ability to work under pressure and to tight deadlines. 

3. 	Excellent communication skills both externally and at all levels within the company, both written and verbal. 

4.	 Enthusiastic, self-confident and self-motivated.  

5. 	Exceptional organisational skills. 

6. 	Time management skills. 

7. 	Excellent presentation. 

8. 	Ability to use initiative and be proactive. 

9. 	Flexibility with working hours. 

10. 	Willing to adapt and take on new challenges and driven to continually improve. 

11. 	Sense of humour. 

12.	Customer focussed. 

13. 	Quality focussed – gets it right first time. 

14. 	Good analytical ability. 

15. 	Computer literate.

Qualifications: 
	
1. 	Valid driving licence. 

2. 	Educated to ‘A’ level or equivalent.

Limitations: 

1. 	The Rules, Standing Orders and established policies of the Association. 

2. 	May not, except as authorised by specific or standing instruction, commit the Association contractually. 

3. 	May not sign Tenancy Agreements. 

4. 	May not undertake other than straightforward correspondence on behalf of a more senior officer.
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