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	Directorate:
	Customer and Support Services
	Section:
	Corporate Programme & Project Services


	Job details:
	

	Job title:
	Programme Manager

	Grade:
	PO 5

	Location of work:
	Salford Civic Centre

	Directly responsible to:
	Corporate Programme & Project Services Manager

	Directly responsible for:
	Permanent or agency staff as required

	Hours of duty:
	36 hours per week in accordance with the flexible working hours scheme

	Primary purpose of the job:
	To assist senior management (and programme SROs) in the scoping and definition of programmes of work that will deliver against strategic goals of the organisation, bringing about required transformation and efficiencies.

To be responsible for the management and control of programmes, reporting to programme boards and other senior council management groups to ensure appropriate governance. Utilising corporate programme management standards as defined in the Salford Programme and Project Method.

To ensure that an appropriate benefits management strategy is designed for a programme so that benefits can be managed effectively and seen as central to the undertaking of any programme. 

	Post ref no:
	


	Main duties and responsibilities/accountabilities

	· The programme manager is responsible along with other key individuals such as the Programme SRO for defining the programme to ensure it can be managed and controlled in a well organised and transparent way for approval by the Programme Board. These definition activities include:
· Definition of the strategies to be employed to manage all the various aspects of the programme such as benefits, resources stakeholders and risk

· Creation of the programme plan and development of the business case
· Assist in the identification of benefits and ensure that mechanisms and people are in place to track and realise benefits

· Identification of projects which will make up the project portfolio for the programme and creation of a project brief for each 

· Production of the programme blueprint which describes what the future state of the organisation will look like when the programme is completed

· Create an appropriate programme governance structure in accordance with the Salford Programme and Project Method

· Identification and analysis of all risks affecting the programme

· The programme manager is responsible for the day to day planning and management of programmes throughout all their various stages on behalf of the Programme SRO and Board. These activities will be undertaken in accordance with the Salford Programme and Project Method which is based around MSP and PRINCE 2. The programme manager in conjunction with other key individuals is responsible for all programme management related documentation as required under the Salford Programme and Project Method. This overall role can be broken down as follows:

· Lead / assist in organising workshops and training to ensure those involved in the programme have the information and skills needed.
· Production and maintenance of appropriate programme plans ensuring any slippage or changes are approved by the programme board and communicated to team members as required.
· Ensure that stakeholder communication activities are being undertaken in accordance with the strategy for the programme.

· Ensure that project managers and project SROs responsible for the individual projects of the programme’s project portfolio are aware of the overall programme’s objectives and that they are aware of any escalation routes for project issues and risks that need to be escalated to the programme level.

· Delegation of work to programme team members and team motivation where appropriate.

· Ensure the correct and timely delivery of all project products.

· Co-ordinate the work of programme stakeholders, including external parties and suppliers as necessary and to manage resources assigned to the programme.

· Ensure that highlight and other programme reporting documentation is produced in accordance with the requirements of the programme board as described in the Project Definition Document
· Recording and management of all programme risks via a programme risk register.

· Ensure all major programme issues are recorded on the programme issue log and dealt with until resolution.

· Attendance at programme board meetings to report on progress or lack of it, major issues and risk management. To obtain direction and guidance from the board when required.

· Ensure programme spend is recorded and tracked against budget and any exceptions are reported to the programme board.

Subsidiary Areas of Responsibility

· Represent the Business Support Team at various meetings and working groups etc, both internally and externally with other bodies and agencies from the public, private and voluntary sectors, as required.

· Provide input to Programme and Project Management standard development and undertake peer reviews as required.

· Assistance with the maintenance of the Corporate Programme and Project Services Team Operational Risk Register and contribute to the Portfolio Risk Register as may be required.
· Support and promote good risk management practice within the team and adhere to the Risk Management Standards of the council
· Implement the Council’s commitment to equal opportunities and promote diversity and inclusion in all aspects of the services delivered.

· Implement the Directorate’s Health and Safety Policy arrangements as they apply to the personal responsibilities and service obligation.

· To contribute and demonstrate a commitment to Salford City Council’s Crime and Disorder Reduction Strategy.
· To undertake such additional duties as are reasonably commensurate with the level of the post.

	


Review arrangements:

The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.

Salford City Council are currently in the process of undertaking a job evaluation exercise as part of its commitment to achieve an equitable grading system for its staff. It is envisaged that this system will be ready for implementation for the budget year 2008/2009. It is inevitable as a consequence of this that the grade of some jobs will change. Implementation will be phased over a period of up to 3 years at the conclusion of the process and in consultation with our Trade Union colleagues. Progress in respect of the job evaluation exercise will be communicated to all staff via regular newsletters and briefings as appropriate.

Date job description prepared/revised:
26 February 2008
Prepared/revised by:

Steve Hampson, Corporate Programme and Project Services Manager
Agreed job description signed by holder: 
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