Programme Manager (Maternity Cover) 
ROLE DESCRIPTOR

PART 1
	JOB TITLE: Programme Manager

	REPORTS TO: Diocesan Secretary

[also with accountabilities to the Director of Mission, Ministry Support and Innovation as Programme Director]

	DEPARTMENT: Programme and Strategy Support

	PURPOSE OF ROLE :
To lead the programme management of The Cumbrian Way programme

To provide project management support to the Church Planting workstream

	KEY ACCOUNTABILITIES:

· Be the Programme Manager for The Cumbrian Way programme including: 
· Working closely with the Programme Director to ensure all aspects of programme management are undertaken 
· Accountability for the adherence to the Programme Management Office’s programme management systems to assess and ensure budget, risks, issues, progress and impact are reported and escalated in a timely and appropriate manner
· Coordinating the project managers across the programme
· Oversee the management of the Projects and Programme Board and annual reporting
· Have oversight of all aspects of the programme in order to make connections and insights into the work as it progresses. 
· Reporting on agreed outcomes by collecting, collating and presenting information as part of programme reporting and monitoring & evaluation
· Support the Programme Director as a point of contact for the national team and in quarterly reporting to the Projects and Programmes Board and other governance group updates
· Support the Church Planting Consultant with project management of the Church Plant workstream, including: 
· maintaining & updating project plans/timelines
· monitoring, reporting and reviewing the effectiveness of the project work
· accounting for risk mitigation and issue resolution 
· advising and collaborating on project communications 
· reporting on agreed outcomes and impact by collecting, collating and presenting information as part of project/programme reporting and monitoring & evaluation
· meeting with the church plant consultant on a regular (at least monthly) basis. 
· actively managing the project budget 
· supporting local church planting teams with budget claims and outcome reporting
· Oversee the programme management of all areas of the Reaching Deeper SDF funded programme
· Be principal point of contact and manage the relationship with the diocesan research partner, including managing payment drawn downs, agreed pieces of work/briefs and outputs to be delivered. 
· Lead and oversee the data collection and impact for diocesan Parish Returns data collection 
· Line manage the God for All Programme Management Office team



	FINANCIAL IMPACT ( How much and for what )

DIRECT : Annual PMO and strategy budget (currently £14,000 per year)


INDIRECT : reporting on the use and effectiveness of Diocesan Investment Programme (DIP) funding (£6.7m over 5 years) and SDF funding

NUMBER OF DIRECT REPORTS : 4
	NETWORK ( Key people with whom the role liaises and for what purpose )

INTERNAL : Diocesan Secretary, Director of MMSI, PMO team, Head of Finance, MMSI colleagues, project leads and Strategy Development Officers (Archdeacons)

 MMSI = Mission and Ministry team
EXTERNAL : denominational church leaders, national colleagues, local church groups, Church Commissioners


NOMINATED DEPUTY (where applicable): N/A




	PERSON SPECIFICATION	PART 2

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	

	TECHNICAL COMPETENCE

	Technical Skills & Qualifications

	Project Management Qualification e.g. PRINCE2 Practitioner
Programme Management qualification e.g. MSP Foundation/Practitioner or APM Project Professional or equivalent experience

Highly competent in Microsoft Office
	

Evidence of continued learning e.g. post graduate qualification, management development courses

Experience of using Microsoft Project

	Knowledge and Experience

	Recent experience of using IT to support project-working, collaboration and remote- working

At least 2 years experience of working in a Programme Management Office (PMO) environment or a programme management role 
Experience of matrix management and/or managing a team.
Experience of collaborative working and successful communication within all levels of an organisation
Ability to work with detail and big picture thinking
Ability to work under pressure and manage time effectively in order to meet deadlines
Good written and oral communication skills, and the ability to summarise complex information and identify salient points for different audiences
Ability to problem solve - seeing the solutions in challenges presented 
Experience of working in evaluation and research environments
Experience of working with senior leadership teams in an advisory capacity 
	
Empathy for and a working understanding of the structure, worship, and faith of the Church of England



	BEHAVIOURAL COMPETENCE

	Personal Effectiveness

· proven record of bringing projects to successful conclusion within timescales and with limited resources
· provide energy and leadership for delivering the programmes 
· takes responsibility for own work and work of teams

	Personal style

· professional, approachable, trustworthy and inspires confidence
· enthusiastic about learning from others and experience

	Methods of working

· organised
· focuses on outcomes not process
· self-motivated individual with demonstrable ability to work autonomously and manage own workload
· happy to do significant hands-on work
· enthusiastic about using IT to improve performance
· work effectively in a project based setting
· creative approach to delivering outcomes

	People skills

· leading and managing a team
· works well with others to achieve outcomes, building informal teams
· encourages and equips others, spotting potential, providing opportunities and support for others to discover and develop gifts.
· good coaching / mentoring skills.
· forms strong partnerships with other individuals and organisations
· work well as part of networks or communities of practice, for example sharing stories, ideas, connecting people and resources.
· understands the complexity of working with volunteers

	Communication

· highly effective in engaging stakeholders including church leaders
· influencing and lobbying skills



TERMS AND CONDITIONS

Salary: £50,702 FTE pa pro-rata (£34,767 actual)

Pension: Church of England Pensions Board Church Workers non-contributory, defined contributions scheme (employer’s contribution is 15% of salary). 

Car: mileage paid at 45ppm

Office provision: the post is based in Church House, Penrith but the Diocese operates a flexible working policy, and home working for some of the working week is the norm. 

Mobile phone: smartphone with remote access to email

Working expenses: fully funded

Other benefits: 34 days annual including public holidays (pro-rata for part-time employees)

Hours: 24 hrs per week (ie 0.69 fte) with a flexi-time and TOIL system in operation. There may be a requirement to work outside normal office hours to attend meetings.

