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National Project Manager
Job Description

Job Title: National Project Manager
Location: This is a national role involving home working but for office purposes the position will be based at the nearest suitable school or Trust office location.
Reports to: National Director of Capital and Estates (NDCE)
Job Summary: The Project Manager will lead and manage schemes from initiation, through development and procurement to completion, ensuring they are completed safely, on time, with no disruption to school activities, within scope, and within budget. This role requires strong leadership, communication, and organisational skills to effectively coordinate cross-functional teams and facilitate collaboration among stakeholders.
The Estates team has annual and adhoc budget for maintenance and capital works and the PM will be required to work across a number of schemes of varying sizes and complexity. Schemes can be located at any of the Trust academies and the PM may be required to directly manage a project or work with a professional team to deliver.
Duties may involve responsibility for a programme of works to be delivered over a longer period in parallel with managing other schemes.
The role will also involve applying advice and experience to schemes being delivered by other team members and generally providing a supporting role to the estates team.

General Responsibilities:
· Work with the NDCE and National Managers to identify and prioritise schemes, projects and programmes to be delivered
· Define project scope, goals, and deliverables that support key objectives
· Develop project plans, resource allocations, timelines, and budgets
· Procuring the necessary technical resources and contractors in accordance with all current procurement regulations and Trust policies
· Ensuring all stakeholders remain consulted, engaged and updated
· Effectively managing, mitigating and communicating risks and issues
· Identifying resource requirements and appoint professional team members as necessary
· Planning and executing projects according to defined metrics
· Managing change and minimising scope creep
· Coordinating, monitoring and reporting on project activities, ensuring all deliverables meet the necessary standards
· Communicating project status to the relevant audience, updating them on scope and scale, progress and any potential risks or issues
· Lead and motivate project teams, resolving issues
· Provide guidance and mentoring to the estates team
· Providing general technical experience and resource
· Implementing project management best practices, methodologies, dashboards and tools
· Conducting post-project evaluations and apply lessons learned

Qualifications, Key Skills and Competencies:
· Proven management experience in a relevant industry
· Strong understanding of project management principles and methodologies
· Sound procurement experience and understanding of the current regulations and guidelines
· Good technical knowledge of related construction activities and practices
· Good understanding of the issues and building solutions relating to sustainability
· Excellent organisational skills and attention to detail
· Strong communication and interpersonal skills
· Ability to work as part of a small professional team to deliver goals
· Capacity to remain focused and self-motivated, delivering work to deadlines and within the identified parameters
· Proficient in management/desktop software
· Stakeholder identification, engagement and management experience
· Experience with budgeting and resource management
· Ability to work under pressure and handle multiple projects simultaneously
· Attention to detail and strong analytical skills
· Ability to work to find solutions but understanding the principals of escalation
· Problem-solving abilities and a proactive approach
· Leadership skills to influence and engage teams
 
E-ACT is committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment.  
 
 


Person Specification
Whether you’re a 3 year old in nursery learning to explore the world around you, an 18 year old preparing to go to university, a new teacher understanding the demands of the job, a Head Teacher leading the learning in your academy, a member of the regional team ensuring efficient and effective operations or a trustee scrutinising and challenging the CEO, we want every single person within E-ACT to be driven by three core values:  
· We want everyone to think big for yourselves and for the world around you; 
· We want everyone to do the right thing in everything you do, even when this means doing something that’s hard, not popular or takes a lot of time; 
· We want everyone to show strong team spirit, always supporting and driving your team forward  

We really believe that if we all do the right thing, support our teams and we all think big, believe big, act big, then the results will be big too!  
 
This means that if you want to be part of E-ACT, you need to be able to embrace and embody these values in all that you do. 
 
 


Our Values
 
	Thinking Big 
 
	· Show energy, enthusiasm and passion for what you do 
· Demand the highest quality in all that you do, and in the work of your team 
· Willing to champion new ideas and think beyond the status quo 
· Show an ability to think creatively and ‘outside of the box’ in your area of expertise, continually seeking improvements in what you do to make the organisation better 
· Be open to new ideas and change where it will have a positive impact on the organisation 
· Show a willingness to embrace different ideas and ways of thinking to improve E-ACT 
· Ability to ‘look outside’ – to continually learn about innovations in your field, new ways of doing things, and bring that learning into your work 
· Commitment to self-development, and developing your wider Team 
· Ability to self-reflect on yourself, your performance, and to think about how this could be improved further 
· Ability to encourage ideas from others in order to improve the organisation and build your team’s confidence 

	Doing the Right Thing 
 
	· Have integrity and honesty in all that you do 
· Make decisions that are based on doing the right thing, even when this means that they’re unpopular or will lead to more work  
· Take responsibility and ownership for your area of work 
· Have difficult conversations or deliver difficult messages if that’s what’s required to do the right thing by our pupils 
· Be transparent and open 
· Be resilient and trustworthy 
· Stand firm and stay true to our mission 

	Showing Team Spirit 
 
	· Understand how you can have a greater impact as a team than you can as an individual 
· Understand how you are part of your immediate team but also a much wider organisational team, in working towards our mission 
· Recognise that everyone is important within E-ACT, and show an ability to build strong working relationships at every level 
· Recognise and celebrate the success and achievements, no matter how small, of your colleagues 
· Be generous with sharing your knowledge to help to develop others 
· Understand and be willing to receive suggestions and input on your area of work from others 
· Support your colleagues, even when this means staying a little later, or re-prioritising some of your work 
· Be aware of other peoples’ needs and show an ability to offer genuine support 
· Show an awareness and respect for peoples’ differences, and recognise how different characteristics and personal strengths build dynamic and great teams 


 
 


Knowledge, skills and experience
 
	Requirement 
	Assessed at 

	E – Essential 
	A – Application Stage 
 

	D – Desirable 
 
	I – Interview Stage 
 

	 
	P – During the probationary period 




	
	
	E
	D
	A
	I
	P

	Organisational Fit
	Thinking Big
	X
	
	X
	X
	X

	
	Doing the Right Thing
	X
	
	X
	X
	X

	
	Showing Team Spirit
	X
	
	X
	X
	X

	Knowledge
	Microsoft Excel skills
	X
	
	X
	X
	X

	
	Experience using Office 365 and Sharepoint
	X
	
	X
	X
	X

	
	Clear written communication style
	X
	
	X
	X
	X

	
	Clear verbal communication style
	X
	
	X
	X
	X

	
	Accuracy and attention to detail
	X
	
	X
	X
	X

	Experience
	Recent, relevant        experience in a management role
	X
	
	
	
	

	
	Understanding of current sustainability issues and the “green” agenda
	
	X
	X
	
	

	
	Demonstrable experience of working in a live school environment and an understating of the challenges involved
	X
	
	X
	
	

	
	Stakeholder management
	X
	
	X
	
	X

	
	Managing development or building related projects
	
	X
	
	
	X

	Skills
	Ability to build strong relationships with senior staff.
	X
	
	
	
	X

	
	Ability to work on own initiative
	X
	
	X
	
	X

	
	Collaboration – working with and through others to deliver your work
	X
	
	X
	
	X

	
	Confidential in all matters, professional approach, coupled with strong interpersonal skills
	X
	
	
	
	X

	
	Excellent	planning,	organisational	and	time management skills
	X
	
	
	
	X

	
	Ability to work on own initiative
	X
	
	
	
	X

	
	Ability to work in, and adapt to a rapidly changing environment
	X
	
	
	
	X

	
	Ability to work co-operatively with others to complete tasks and implement process improvements
	X
	
	
	
	X

	
	Ability to gather, analyse and report on key H&S data/statistics
	X
	
	
	
	X

	
	Flexible and co-operative at all times, assertive but calm demeanour, self-motivated
	X
	
	
	
	X
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