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Date: March 2014

Job Title: Project Manager

Post Number: OPCC PM

Division/Department/Section: Office of the Police and Crime Commissioner

Line Manager Chief Executive PO 2016

1. PURPOSE

The post holder is responsible for managing OPCC projects using project management
methodology. The post holder is required to lead the project from the outline business case
through to final implementation, including the development and ongoing management of a
detailed project plan. The role will include the management of the implementation process as well
as reporting progress to key stakeholders. Further, the role includes the evaluation against
specified success criteria and clear business, and the assessment of outcomes achieved.

2. POSITION IN THE ORGANISATION

Job description/ Person specification
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3. MAIN RESPONSIBILITIES

What is the post responsible for?

(INPUT)

With what results?

(OUTPUT)

Responsible and accountable to the Chief
Executive and relevant governance framework,
for the delivery of any allocated OPCC project
from outline business case through to final
implementation and post implementation
review.

Delivery of recommendations resulting in
successful implementation of OPCC projects.

Responsible and accountable for the
development, maintenance and management
of project, using a project plan that identifies
the programme of work, action managers,
relevant timescales and critical milestones,
plus identification of any deviation from the
project plan through an exception reporting
mechanism.

To ensure that implementation of the project is
delivered within time, quality and cost
standards to an industry defined standard.

In line with project management methodology,
initiate the appropriate (taking account of
scalability) governance structure required for
successful implementation, including the
identification of all key stakeholders and
maintenance of subsequent contact and
consultation.

To facilitate efficient working arrangements
and effective decision making processes and
ensure that appropriate implementation plans
are in place and that the views of all
stakeholders have been sought and
considered.

Utilising initial concept and research findings
from the business area, develop, prepare and
propose a suitable outline business case that
contains strategic recommendations for
change and identifiable business benefits.

To develop the review findings into a business
case for subsequent implementation.

Utilising the outline business case, develop
prepare and propose a suitable project plan for
each area of delivery that contains a schedule
for delivering the change and realising the
benefits.

To develop the outline business case into a
project plan that will realise the benefits
anticipated.

Produce appropriate reports and
documentation throughout the project. Where
relevant produce associated documentation
including feasibility studies, specifications and
business cases. Manager the consultation
process of these documents.

To provide an opportunity for all stakeholders
to comment on documentation as part of the
implementation process. To provide sufficient
detail for the OPCC to understand the need
and means for change, as well as progress
against the plan.

Present the progress against the project plan
to the appropriate personnel, including staff,
project team, project board, HMIC and senior
managers in a variety of formats as required
including written and verbal reports and
presentations.

To inform stakeholders of the outcomes of the
implementation including evidence based
recommendations for change.
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Both undertake implementation activities and
manage that carried out by others, to deliver
improved service provision as recommended in
the Victims Bureau Strategy.

To ensure that the implementation project is
clear in its activities and able to deliver the
anticipated benefits as set out in the outline
business case.

Negotiate with key stakeholders to successfully
influence a desirable outcome relative to the
business case.

To ensure proposals set out in the strategy and
delivery plan are successfully delivered.

Maintain an appropriate formal consultation
process to ensure that all stakeholders are
engaged and consulted at all stages of the
implementation phase.

To ensure ’ownership’ of the research and final
report by stakeholders.

4. CONTACTS

1. The Commissioner, Chief Executive, Treasurer and officers in the Office of the PCC

2. Senior and operational officers both inside Dorset Police and in partner agencies such
as Local Authorities, CVS, other OPCC.

3. Provider Sector including the Voluntary and Community Social Enterprises (VCSE).

4. Service users

5. Force and Regional Procurement

5. SPECIAL CONDITIONS/ADDITIONAL INFORMATION

N/A

6. HEALTH MONITORING

VDU Assessment.

Your line manager has the responsibility to refer to the risk assessments appropriate to your role
to identify any health and safety training required e.g. manual handling training, VDU assessment,
Control of Substances Hazardous to Health (COSHH) etc).

7. VETTING

The post is subject to a higher level of vetting therefore any offer of appointment will be
conditional to receiving appropriate clearance.

8. TERMS OF APPOINTMENT

The commencing salary will be within Scale G moving to Scale H (subject to satisfactory
performance and Hay Grading).

This is a full-time (37 hours) post. Office hours are 8:40am to 5:00pm, Monday to Thursday and
8:40am to 3:40 on Friday, with 40 minutes for lunch. The emphasis is on completion of work
rather than hours performed, but clearly within the constraints of Working Time Regulations.

Office hours are standard with the rest of the Force and the office is closed at weekends.
However, the nature of the work is that it is not always ‘9 – 5’. The post holder would be
expected to work outside normal hours if circumstances demanded this to support consultation
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with key stakeholders and would be expected to respond positively to out of hours requirements
where necessary.

11. PERSON SPECIFICATION

Essential Criteria

Criteria to be
measured

Competencies Required

Criteria A Must be able to demonstrate strong and effective communication, negotiation,
and influencing skills from a range of scenarios, including verbal and written
formats. It is essential to demonstrate the ability to interact with all levels of
rank and role including service users.

Criteria B Demonstrate advanced IT skills in relation to Microsoft Office applications,
including Word, Excel and PowerPoint, and provide examples of how this
software has been used in a business context.

Criteria C The ability to work unsupervised, to prioritise work effectively and to work
within tight deadlines.

Criteria D Must be able to demonstrate responsibility and experience of managing
complex projects using project management techniques.

Criteria E Must be able to demonstrate an effective problem solving ability incorporating
a systematic, disciplined and analytical approach.

Criteria F Ability to act with integrity and maintain appropriate confidentiality and to
represent the organisation in a highly professional manner.

Criteria G The capacity to deliver tailored and deliverable services to people who share a
characteristic as identified in the Equality Act 2010.

Desirable Criteria  (if applicable)

Criteria to be
measured

Competencies Required

Criteria H Educated to degree standard or equivalent professional qualification.

Criteria I PRINCE2 qualified and experienced


