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Job Description

Job Title:
                 Heritage Action Zone Project Manager


Salary Grade:
      8

SCP:


      37-41

Job Family:

     Organisational Support

Job Profile:

     OS4

Directorate:

     Economy and Place

Work Environment:    Office Based
Reports to:

     Principal Conservation Officer

Number of Reports:   None
Purpose: 
The Sunderland Historic High Streets Heritage Action Zone (HAZ) has been established to promote heritage-inspired growth in areas currently in decline, and to complement other initiatives in the area to bring about lasting change.  The Project Manager will develop and co-ordinate the 5-year programme (set out in the HAZ Delivery Plan), raise awareness and understanding of the role of heritage supporting regeneration, and co-ordinate the successful delivery of a range of projects.  The post will require someone with the clear ability to operate strategically, identify links, work across a wide range of sectors, and deal with partners and stakeholders across all levels of responsibility.

Main Duties and Responsibilities:

Programme Management; Project Development, Management and Delivery; Engagement, Co-ordination, and Promotion 

Programme Management

· Co-ordinate the implementation and delivery of the Sunderland Historic High Streets Heritage Action Zone programme, within agreed timescales and to agreed project management criteria.

· Support the Partnership Team, through co-ordination of regular meetings, establishing effective structures and lines of communication across all sectors, reporting on project progress, and monitoring and updating the Delivery Plan.

· Integrate the HAZ programme effectively into relevant key strategic priorities, to ensure that heritage is a key element within the HAZ area’s growth.

· Develop systems, in conjunction with key stakeholders including property owners and occupiers, to ensure the outcomes of the HAZ are sustained into the future for its long-term management and maintenance.

Project Development, Management and Delivery

· Develop, manage, and contribute to the management of, projects within the HAZ as required, to ensure delivery to agreed methods and timescales.  Projects may include (but not be limited to): collation of baseline data and analysis; support for a Heritage at Risk survey, feasibility studies; building repair and restoration schemes; enforcement action; community engagement; training and education; and promotional activities and events. 

· Work with key partners and stakeholders to identify and develop further projects, deliverable across the lifetime of the HAZ, which support the aims of the programme.

· In conjunction with the Council’s Conservation Team and Historic England, ensure that all projects are delivered to the highest conservation and design standards in accordance with best practice.

· Assist owners, organisations and groups in the preparation of funding applications to external organisations and internal funding sources to deliver projects.

Engagement, Co-ordination and Promotion

· Strengthen partnerships with key strategic stakeholders, including Sunderland Culture, Tall Ships 2018, Sunderland University and College and the MAC Trust to ensure integration in the planning and delivery of complementary initiatives and projects. 

· Within the HAZ area, act as a champion and advocate for heritage across all sectors (including Council officers and members), publicising and promoting the HAZ initiative and the historic environment of the area, and its role in the regeneration of the City.  This may include: organising and participating in public meetings, events and exhibitions, and the preparation of publicity and interpretative material as appropriate.

· Engage and liaise with heritage and community groups, to build upon opportunities for joint working and collaboration.  

· Actively promote Heritage Skills Training and training of volunteers as part of the delivery of projects.

Finance, Monitoring and Evaluation

· Administer and monitor budget allocations and project spend across the HAZ overall and on a project-by-project basis. Prepare and present quarterly updates on project spend to the HAZ Partnership Team.

· Establish and implement effective budget and information management and monitoring systems to fulfil the requirements of the Council and Historic England, to ensure the expenditure, outcomes and outputs of the HAZ are effectively monitored and evaluated.

· Complete yearly evaluation frameworks and prepare a final evaluation report on the HAZ programme.

General

· Abide by Council’s procedures and policies.

· Promote the Council and Historic England wherever possible.

· Attend and present at committees, meetings and other forums.

· Undertake additional duties commensurate with the post as may reasonably       be requested from time to time.
Other Duties:
The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council 

Date: 21st June 2018
