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	JOB DESCRIPTION



Job information as shown on organisation chart	
	Job Title:  Project Manager

Service: IT Services

	Post No: 

Section: Project Delivery

	Hoople Band: G

Location:  Auxilium House/Remote


	Organisational information:

Responsible to:  Project Delivery Team Leader


Key relationships/Functional links with:

Internal: IT colleagues and other Hoople departments

External: All Hoople Customers, External clients, External vendor project and support teams



	Main Purpose of Job:
To manage the delivery of projects from initial business case to effective implementation, operation and completion.  To be responsible for delivering projects on time, within budget and to the required standards by effectively managing risks and issues.


	Main Responsibilities / Accountabilities: 

The main responsibilities are detailed below, although the post holder would also be expected to perform ant other duties which might be reasonably required by the business

· To take the lead in planning and coordinating project team members to secure project resources required to deliver projects as necessary.

· To work with the Project Delivery Team Leader and Head of Infrastructure to plan and align programme and project work to business strategy and future, developing technologies where they are fit for purpose and cost effective. To work alongside the Commercial and Procurement teams to liaise with suppliers and suitably inform detailed purchasing decisions.

· To create regular project and performance reports for internal and customer use.

· To produce and agree documentation for new and ongoing projects in a disciplined, rigorous manner as suitable, such as those defined within PRINCE2 or Agile standards.

· To liaise with management, clients, partner organisations to provide advice and guidance on their business and technological requirements. To be aware of the implications of change in the delivery of subsequent projects and programmes and to highlight these to stakeholders where necessary.

· Maintain a high-level of knowledge and competence, provide on-going expert professional advice and professional advocacy. To advise on and influence project development to assist in the smooth running of pieces of work 

· To work with the Projects team to identify areas that are candidates for refinement and re-use, standardisation or business development, and work to develop those elements with the team.

· Working within the resources provided; to ensure local systems, skills and processes are in place and applied consistently to secure high quality information, data, analyses and reports, identifying new service improvement opportunities.

· Ensure that Project work follows both customer and Hoople policies, processes and procedures in relation to finances, security, procurement, data protection and any other policies and procedures identified within the project. 


	Job Activities:

This Job Description covers the main duties and responsibilities of the job. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder.

Leadership
· Display a positive attitude.
· Demonstrates flexibility in day-to-day work.
· Set high standards of performance for oneself.

Teamwork
· Establishes harmonious working relationships with team members within the project team and the wider IT Department.
· Appreciates each team member's contributions and values each individual member.

Client Management
· Value internal and external clients and respond to their needs as they arise.
· Establish effective working relationship with clients internally and externally.
· Follow established communication guidelines internally and externally.
· Use good judgement in what and how to communicate with clients.
· Complies with all Hoople policies and procedures.
· Prioritise work to meet client and departmental deadlines.
· Take responsibility for own professional development keeping abreast of new project methodologies where applicable.
· Use resources provided to maintain own knowledge of procedures and practices in the relevant business areas.
· Awareness of processes to safeguard user and data confidentiality.
· Perform additional duties as directed by Management.
· Contribute to cross departmental meetings and ensure information cascade is effective for staff and management alike
	 Frequency






Daily
Daily
Daily


Daily

Daily



As required
As required
As required
As required
Daily
Daily
As required

Daily
Daily
As required


As required



	General  information: 

The post holder will be required to comply with organisation’s policies and procedures. 

The organisation has a no smoking policy. Staff are not permitted to smoke on any of the 
organisation’s premises nor in any vehicle used on organisation business.

This Job Description covers the main duties and responsibilities of the job and will be subject 
to review and amendment, in consultation with the post holder, to meet the changing needs of the
organisation.

Other activities commensurate with this Job Description may from time to time be undertaken by the 
post holder.


	Manager Signature:
	Daniel Butler
	Date:
	01/06/26

	Manager Name:
	Daniel Butler
	Job title:
	Project Delivery Team Leader


OFFICIAL

OFFICIAL

OFFICIAL

Date Job Description last reviewed:   

image1.jpeg
hcgople
grou

[




