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REGENERATION AND ENVIRONMENT
JOB DESCRIPTION

POST TITLE:

Programme Manager For Environmental Sustainability
GRADE:


Band 8
RESPONSIBLE TO:
Operations Manager – Environmental Protection and Projects
RESPONSIBLE FOR:
Programme management of projects across the Environmental Sustainability Team
Overall Objectives of the Post:

To effectively contribute to the work of the Environment Service ensuring that South Tyneside is a clean and attractive place to live and visit, that it is safe and is helping create communities where people are healthy.  In particular, to ensure projects are effectively programmed and funding opportunities are realised and resourced across the Environmental Sustainability Team.

Key Tasks of the Post:

1. You will achieve these objectives by:

· Leading on the programming of projects across the Environmental Sustainability Team.

· Managing a wide array of high-profile projects.

· Ensuring formal project management methodologies are adhered to and maintaining paperwork and records in relation to the projects managed.

· Providing regular updates (written/verbal) in relation to projects managed to the Head of Environment and others across the organisation.

· Supporting the wider Environmental Sustainability Service with a range of other cross-cutting projects.

· Horizon scanning for funding opportunities, accessing funding streams and leading on the application for funding including bid writing, submission and allocation of resources for delivery.

· Providing a structured monitoring and reporting function across the Service which tracks progress, ensures delivery of projects and highlights any potential risks to the programme.

· Liaising with and managing internal and external partnership providers, project clients, stakeholders, funders and end users.

· Preparing, developing and monitoring the Environmental Sustainability portfolio programme.
· Monitoring fee income and project management spend against projects.
· Complying with performance targets.
· Being responsible for the accuracy and timely update of project/programme records and being aware of their financial position through budget monitoring.

· Ensuring compliance with Council policy, financial regulations, Council constitution, schedule of delegations, legislation, project briefs and customer needs.

· Organising, managing, chairing and preparing minutes for internal and external project-based meetings.

· Understanding the procurement process and organising specifications, drawings and tender documentation.

· Regularly recording, reporting and presenting project/programme updates to project boards, committees and for submission to senior management.

· Providing line management to any direct reports.

· Championing approaches to carbon reduction across the Council, Key Stakeholders and residents.

2. You will consistently demonstrate the personal qualities and behaviours required of a Programme Manager.  You will:
· Carry out all your work to the highest professional standards and in accordance with the Council’s policies and procedures in order to provide an excellent standard of service to the Council’s customers and to enable the Council to meet its objectives.

· Take responsibility and accountability for your performance.

· Work in a positive and co-operative manner with other members of the Team.

· Treat fellow team members, customers and colleagues with respect and dignity.

· Reflect the Council’s values in daily contact with partners, stakeholders and customers. 

· Be a champion for the Environment Service and a source of support and encouragement for colleagues.

· Demonstrate excellent problem-solving abilities, an attitude towards delivering service goals and a pragmatic approach to daily tasks.

· Consistently strive towards making a difference in the quality and impact of services delivered by the Service.

· Effectively work with colleagues across Regeneration and Environment to exploit opportunities for greater synergies and efficient ways of working. 

· Contribute positively to team meetings.

· Demonstrate total professionalism, propriety and value equality and diversity.

You will progressively develop your skills, competences and experience, and maintain an in-depth understanding of the environment in which the service operates.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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