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Projects Manager 

Job pack

[bookmark: _Hlk87522642]Thanks for your interest in working at Citizens Advice Hammersmith & Fulham. This job pack should give you everything you need to know to apply for this role and what it means to work at Citizens Advice.  

In this pack you’ll find:
· Our vision, aims and values
· Our values
· 3 things you should know about us a National organisation
· Overview of Citizens Advice and Citizens Advice Hammersmith & Fulham
· Personal specification and Terms and Condition Role Profile 
· What we give our staff

	[image: https://lh6.googleusercontent.com/rV1VVWtESnRAKSo3e13UMETr74uMYm9lmKs6dFFHdlb3XGEZc35rXp0iFmd31iU-rIFvyPOFHd4kMyJdlYti3PXVIC-MSurFNhQsHJju-Awy1zUs-wWpZd-GSaPZfsQlilu9xteE] Our vision, aims and values
[bookmark: _Toc51851116]Our Vision 
“Advice on its own is not always enough for clients or for us as a service. We will develop new ways of helping and supporting our clients to achieve better, more sustainable outcomes”.
[bookmark: _Toc51851117]Our Aims 
Citizens Advice Hammersmith & Fulham shares the over-arching aims, values and principles of Citizens Advice to: 
· Provide the advice people need for the problems they face
· Improve the policies and practices that improve peoples’ lives

At the centre of all of Citizens Advice Hammersmith & Fulham’s strategies are its 3 key aims:
1. To achieve Excellence – in everything that we do, locally and nationally
2. To embrace Innovation –to deliver an even more effective and sustainable service
3. To demonstrate our Impact – to show the positive change we make socially, economically and to health and well-being
[bookmark: _Toc51851119]
Our Principles and Values 
As a member of the Citizens Advice Service, CAHF provides free, independent, confidential and impartial advice to everyone on their rights and responsibilities.  It values diversity, promotes equality and challenges discrimination.

We are committed to put equality and equity at the heart of everything that we do, with the overarching aim to improve access, ensure inclusive service delivery and preserve intensified support for those who need it and promote an inclusive working environment for our workforce. Our core values and principles sit at heart of every strategic decision to reflect our aim to be a strong equality champion through our roles as advisor, campaigner, employer, employee and partner.
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	3 things you should know about us



1. We’re local and we’re national. We have 6 national offices and offer direct support to people in around 300 independent local Citizens Advice services across England and Wales.

2. We’re here for everyone. Our advice helps people solve problems and our advocacy helps fix problems in society. Whatever the problem, we won’t turn people away.
 
3. We’re listened to - and we make a difference. Our trusted brand and the quality of our research mean we make a real impact on behalf of the people who rely on us.




How Citizens Advice Hammersmith & Fulham works

CAHF is a flagship service, recognised nationally for its innovative approach, its award-winning performance, its strong volunteering programme and exceptional partnership working.   We place our clients at the centre of everything that we do and take a community centred approach to ensure that we are meeting need where it arises. 
Our strategies focus heavily on eliminating need as far as possible by taking a preventative approach and empowering communities to take back control of their lives and build independence and resilience. Where we provide interventions to help, we do so by providing services that build capacity and strengthen communities. We develop our own ability to deliver wide ranging and effective services through collaboration and partnership working, drawing on skills and experience to ensure that our clients receive the best possible outcomes.
Whilst we are extremely proud and pleased with our achievements, we remain focussed on the growing demand for our services and ensuring services are strengthened and remain robust to meet the changing needs of our clients. CAHF’s current focus is to ensure that those with the greatest need are able to access our services and to achieve this by becoming embedded within the community.

We are the only Citizens Advice in the country to hold a ten-year funding contract with the Local Authority to deliver 4 key service contracts that include:
1. Our generalist Advice Service
2. The Library service at Avonmore Library
3. Our advice at foodbanks project
4. Our ROOF project that focusses on homelessness prevention
We are currently in Year 3 of this funding arrangement.

We are also the only Citizens Advice in the country to deliver a library service on behalf of a Local Authority using our volunteer model. We have won multiple awards for our innovative ways of working, including the following national Citizens Advice awards:

· Volunteer of the Year 2021
· Team of the Year 2020
· Transformation of Advice 2019
· Access for All 2015
· Financial Skills for Life 2014
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The Citizens Advice service is made up of Citizens Advice - the national charity - and a network of around 300 local Citizens Advice members.

This role sits our network of independent charities, delivering services from

· over 600 local Citizens Advice outlets
· over 1,800 community centres, GPs’ surgeries and prisons


They do this with:  

· 6,500 local staff
· over 23,000 trained volunteers

Our reach means 99% of people in England and Wales can access a local Citizens Advice within a 30 minute drive of where they live.
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[image: ]  Person specification
Essential 

Knowledge & Experience   
1. Proven experience of managing advisory-focused projects within the advice sector 

2. Ability to analysis project data to produce reports for varied audiences including CAHF Trustee Board and CAHF senior management team

3. Proven experience of line managing staff, with ability to communicate to project worker targets and required quality standards in an effective manner

4. A demonstrable understanding of and commitment to the aims and principles of the Citizens Advice service. 

Skills and Ability
5. Strong attention to detail, ability to plan and manage own workload and the work of others to achieve successful advice delivery
[bookmark: _GoBack]
6. Ability to manage conflicting priorities to ensure that objectives are achieved and deadlines are met

7. Ability to manage empathetically, whilst driving the individual performance in a supportive, focused manner to meet set targets and quality standards.

8. Credible and authoritative communicator with the ability to build strong working relationships with internal and external stakeholders.  

9. Ability to address underperformance, ability to implement improvement plan to monitor, address and improve the performance. 

10. Strong generalist IT skills: the ability to use variety of software including working in google apps environment, but also and not limited to; content management systems, online referral systems and social media 

11. Strong numerical skills – able to analyse data in order to assess project performance and to project forward, based on various scenarios or assumptions.

12. Diplomatic and solutions-focused, with a positive approach to working in a team to problem solving 

13. Willing to work flexibly and develop the role to best meet the needs of a growing organisation

Desirable but not essential 
· Formal project management training, or qualification 
· Experience of transforming how services are delivered 

Please note that this role will be subject to DBS check 





























· Role profile - Job Description  
Projects Manager 
	
	 


RESPONSIBLE TO: 		Head of Development and Communications  

RESPONSIBLE FOR: 	Project Management and Line Management of assigned Project Staff

HOURS: 	Full-time 37.5 hours per week  

SALARY:	£36,000 per annum

TYPE OF CONTRACT:	Fixed term three year from appointment, 
possibility of extension subject to funding and performance

LOCATION: 	Across Citizens Advice Hammersmith & Fulham sites and remotely 

To have responsibility for a portfolio of CAHF projects and programmes, managing project staff and being accountable for project reporting requirements. The postholder will develop relationships with the relevant stakeholders and will work with the Head of Development and Communications to ensure continuation funding where appropriate. They will ensure new projects are implemented smoothly and that project staff are appropriately supported and developed.
This is a senior level role and the postholder will work closely with the senior management team in delivering and developing the portfolio of funded projects.

The project manager will:
· Provide overall operational management of CAHF funded projects. Taking responsibility for a portfolio of CAHF projects, managing project staff and being accountable for project reporting requirements. 

· Drive performance, ensuring delivery against targets, KPIs and advice quality standards.

· Work with colleagues to maintain a positive working and learning environment, in which equality and diversity and dignity at work policies and principles are upheld. 

· Have ability to inspire and manage project staff to achieve CAHF goals, achieve, excellence in their role, embrace innovation and to demonstrate the positive impact of CAHF’s project delivery to the local community.


Main Duties and Responsibilities 
Project Management 
· Manage portfolio of funded projects    
· [bookmark: _cs36v5lhyc5u][bookmark: _gqie4v17jd65]Monitor projects plans to meet funder requirements   
· Manage project resources, including line management of project workers, in accordance with CAHF performance management framework
· Gather statistics and feedback in order to monitor and evaluate project delivery
· Provide project reports to meet funder requirement
· Convene and attend project meetings as required
· Work with the Senior Management Team to develop and embed new projects
· Guide and lead the project team to achieve specific goals, objectives, and Key Performance Indicators (KPIs) of the project.  
· Ensure project targets are delivered to meet required deadlines
· Ensure project work is delivered in compliance with, CAHF policies and procedures, funder and regulatory bodies requirements
· Ensure project workers understand and work towards project targets.
· Produce reports and monitoring information about the service for the funder/commissioner and management
· Create a positive working environment where equality and diversity, dignity at work and CAB values are upheld and which supports staff and volunteers to reach their potential

Implementing project
Working with Head of Development & Communications and the Senior Management Team to manage the set-up period for new assigned projects including.

· Taking the lead in implementing the assigned project mobilisation plan, working in collaboration with the Senior Management Team (SMT) to get new projects ‘up and running’
· Work with key SMT members to plan and identify the sequence of activities needed to successfully implement the project
· Participating in recruitment and induction of project workers
· Ensuring all support material and tools are in place (including all relevant guidance)
· Work with Operations managers to ensure appropriate processes including IT are in place for effective project delivery 
· Build strong relationships with project funders and delivery venues 
· Work with Head of Resources to put in place project Equality Impact Assessment 

[bookmark: _821uiz52t4n][bookmark: _ioukjuv22xjz][bookmark: _7jk3aap4sqqp][bookmark: _pmzxfmyqu3u5][bookmark: _j03vbp5fdjch]Project Staff – Line Management 
· Ensure the effective line management of project staff, through supervision, appraisal and training and development
· Be responsible for induction of new staff and volunteer into the projects
· Create a positive working environment where equality and diversity, dignity at work and CAB values are upheld and which supports staff and volunteers to reach their potential
· Encourage cross-organisational teamwork through co-operation and mutual support
· Participate in recruiting and inducting project staff, developing project staff to deliver their role in accordance with CAHF’s behaviour framework
·  Address under performance, putting performance improvement plan in place 


Monitoring, Evaluation and Project Delivery 
· Take day to day responsibility for the delivery of assigned CAHF’s project to review project performance against targets/KPIs on an ongoing basis.
· Ensure that monitoring, reporting and evaluation requirements are fulfilled 
· Liaise with Quality Performance Managers to support high quality advice across the projects 
· Produce operational plans to meet project delivery timescale
· Use the appropriate monitoring and data collection mechanisms to demonstrate impact, outputs, and outcomes

External Relations 
· Act as a main point of contact for CAHF projects and promote their work locally
· Represent the work of CAHF to other organisations and stakeholders
[bookmark: _wn1qdiam3as2][bookmark: _3qkqiwj55q19][bookmark: _4u9iapkgfog][bookmark: _8c3fcw5jo7gd]
Research and Campaign 
· [bookmark: _l9xh617gqhhz]Galvanise project workers to support CAHF research and campaigns work through various channels, including case studies, data collection and client consent


GDPR 
· Put in place Data mapping process for projects
· Establish Data sharing agreement when required with partners and funders as required
· Ensure project workers are fully compliant with the Consent requirement for client work 
[bookmark: _jdhpht6cyk8q][bookmark: _htuml5yjh91j]
[bookmark: _3fjy8lnva01f]IT
· Accept and abide by the terms of the Organisation’s Acceptable Use of IT policy and other associated policies.
· Comply with Data protection guidance including GDPR for processing and controlling data.   
· Use MS Office software and other programs as required for the performance of the role.   

Active Team Participation 

· Build rapport with paid and volunteer colleagues 
· Attend and participate in CAHF activities including Service meetings, Staff Away Days, Annual General meeting and other staff activities. 
· Work collaboratively with the SMT
· Work in line with the Core Values of the Organisation

Learning and professional developments 

· Engage with Performance and Development process to actively Identify own training needs, and develop them 
· Attend and actively participate in regular support and supervision sessions and appraisals with the Chief Executive Officer.
· Identify training needs of project staff and organise activities which meet those needs

Administration and Processes  

· Ensure that detailed records for the purposes for information retrieval, statistical monitoring and report preparation are maintained and developed
· Devise and produce comprehensive, analytical and developmental oral and written reports on the work of the service as required. 
· Be self-servicing, typing and using computers and other office equipment.
· Take responsibility for health and safety issues as required in line with current regulations and good practice
Travel and evening work
· The post will involve occasional travelling to different locations within the London Borough of Hammersmith and Fulham and evening work. 


  What we give our staff

· Pension 3% employer contribution
· 25 days annual leave plus Bank Holiday
· Continual Performance management and training development 
· Hybrid working on completion of probationary period, with agreed remote working 

Duties required of all salaried employees of CAHF 
  
 Undertake any other reasonable duties as required by the post

· Exercise duties in accordance with CAHF core values, and the aims and principles of the Citizens Advice Service   

· Exercise Discretion in the handling of Special Category data in accordance with statutory duties of the GDPR and CAHF’s applicable policies and procedures

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues  
· The post holder must at all times promote the aims, principles, policies, interests and wellbeing of the organisation and protect the integrity and reputation and the confidentiality of the Service

· Be a team player, participating and contribution to CAHF activities, and organisational development. 

· Actively engage with CAHF performance management process 
· Comply with all Citizens Advice information assurance guidelines
· In addition to the tasks and duties outlined in this job description to undertake such duties as may be identified and which are generally compatible with the functions of the post.

Review 
This job description will be reviewed regularly as part of individual an organisational development, performance review and may be a subject to variation. 
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