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Job Description 

Job Title:


Project Manager
Department:


Estates
Accountable to:

Head of Estates Management
Responsible for:

No direct reports
Purpose of the job:

To enable and oversee small to medium sized projects up to £1m to be procured and managed through their life cycle which fits into the wider Stowe School strategy. This post reports to the Head of Estate Management with regular contact and communication with the Director of Operations and Estates. There is a strong element of liaison with the Estates Department to enable the transfer of assets for maintenance purposes. 

Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. In particular we aspire to the following standards of behaviour for the Stowe community. 
The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:

●
To provide full project management support to the Head of Estates and Director of Operations and Estates for all external projects in conjunction with the refurbishment plan, maintenance installations and renewals and the Estates master plan.

●
To ensure all Health and Safety and CDM regulations are adhered to and implemented. 

●
To be responsible for and manage project budgets and the reporting of project progress. 

●
To ensure a strong customer orientated service with all departments and stakeholders in an efficient, flexible and professional manner.
Key Tasks:

· To ensure the agreed project management methods, standards and processes are maintained throughout the project lifecycle.

· To produce specifications, plans, costs and to oversee construction and works within agreed budget and timeframes and to work alongside the Estates team in the production of project plans.
· To act as co-ordinator between the stakeholders, project team and contractors or consultants.
· To ensure full planning, listed building, building regulations are applied for, agreed and adhered to.  
· To review and understand architects plans and to produce project plans and timelines for projects, where necessary
· To develop and maintain the project library, filing, recording and reporting systems.

· To co-ordinate the production of all reports and produce project summary reports and to carry out routine daily inspections and ensure any remedials or extra works are authorised and followed through

· To develop and support effective communication mechanisms between the stakeholders, governing bodies, architects and surveyors
· To ensure all Health and Safety paperwork is in place for each project e.g. method statements, risk assessments, Permits to Work, Safe Systems of Work and compliance with CDM regulations
· To review and undertake minor projects where required as requested by the Head of Estates.
· To maintain links with all departments throughout the School ensuring the flow of information.
· To liaise with the Finance Department on cross charges and provide allocation of invoices and orders to budget codes.
· To be flexible and available for working outside of normal working hours when required. 
General
· To comply with and promote Health and Safety policies and procedures and to undertake recommended Health and Safety training as and when necessary.

· To undertake such other ad-hoc duties as directed by the Head of Estates Management or the Director of Operations & Estates. 
This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.

Date agreed: August 2020
Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
	PRINCE 2 or APM qualified
	Degree qualified with a technical bias

City and Guilds or NVQ Level 2 or equivalent within the building trade.


	Skills and Experience
	Proven track record of multiple projects covering construction and refurbishments within an active operational environment.
Experience of managing projects up to £1m across complicated buildings.
Understanding of Planning and Listed Building Consent.
Interface with external project management teams up to £15m.

Clear thinking and able to make strategic and tactical decisions to progress the project within the constraints set

	Worked within an educational environment.
Worked within a Listed Building or Heritage setting.  

	Personal qualities
	Strong leadership approach, engendering collaborative and innovative ways of working.

Positive communication skills to motivate project team and develop a strong rapport with project stakeholders to assure a smooth delivery

Tact and diplomacy in order to get the co-operation of all parties

Emotional intelligence

Collaborative working practices

Positive attitude building a positive working environment

Professional & shows respect for others
Strives for excellence.
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