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	POSITION DESCRIPTION
Manager - Projects
Kaiwhakahaere Kaupapa

	



	Job Title:
	Manager - Projects

	Group:
	Service Delivery Group

	Location:
	Paeroa Office 

	Reports to:
	Group Manager Service Delivery

	Supervisory Responsibility:
	Senior Project Managers, , Project Co-ordinator(s), Business Analyst 

	Functional Relationships:
	Council Staff; Councillors, Public, Iwi, interest groups, contractors and consultants

	Authorities:
	In accordance with the Delegation Manual



General function of the position
To lead the Project Management Office in delivering:

· The Council’s capital works programme;
· Business and process improvement projects; 
· Operational projects as allocated by Group Manager Service Delivery; and 
· Other works programmes for the Council. 

so that Council’s goals, objectives and performance measures are achieved.

Organisation values
Hauraki District Council has four values that form the core of how employees carry out their work and conduct interactions both internally and externally. The values shape the culture of our organisation and demonstrate what is important within HDC. These values focus on ‘how’ we do the job, and ‘how’ we conduct ourselves in the workplace. This is ‘The Hauraki Way’.


	Communication
	
	Respect
	
	Commitment
	
	Positive attitude

	· I share relevant information with others
· I listen to understand
· I value feedback
· I use an appropriate communication style
	
	· I always keep an open mind
· I acknowledge and respect differences of opinion
· I am always considerate and understanding
· I treat others as I would want them to treat me

	
	· I always do my best
· I follow through for my customers and team
· I go the extra mile
· I take personal responsibility for my actions – I walk the talk
	
	· I offer ideas and solutions
· I look for better ways of doing things
· I am fun to work with
· I am a can-do employee




Key tasks
1. To provide effective, positive and supportive leadership to the Project Management team.
2. To manage the provision of project management services to Hauraki District Council.
3. To manage the Business Unit in accordance with required outcomes.
4. To lead the development and monitoring of budgets for programmes/projects, and provide  project financial management and reporting to required standards for the Council.
5. To provide contract administration oversight.
6. To demonstrate a commitment to Health and Safety.
7. To actively take responsibility for own professional accountability and development. 
8. To show a commitment to Hauraki District Council and provide organisational support as required.

1.	Team Management
	
	Key Tasks
	Key Performance Indicators (KPIs)

	1.1
	Manage the day to day running of the project management team.
	· The people the jobholder manages are professional in approach and can contribute individually and collectively to the organisation’s success.
· The Manager – Projects is responsibility for and is accountable for efficient performance of the team and ensures it achieves acceptable levels of performance.
· Directives are effectively implemented and administered.
· Balances resources and budgets across the programme; ensuring optimal allocation of resources.

	1.2
	Provide guidance and coaching in a positive manner to ensure that team objectives are met. Set a leadership example of high personal energy and effectiveness.
	· Leads and manages the PMO, including project managers, business analyst, coordinators and consultants.
· Coaches and mentors staff to build project management capability across the organisation.
· Promotes a culture of accountability, performance and collaboration. 
· Council personnel policies are observed and met.

	1.3
	Ensure that the work of all team members is coordinated, efficient and to acceptable levels of performance.
	· Defines KPIs, success measures, and benefits frameworks in line with organisation goals, CE KRAs/ KPIs, and Council policies.
· Monitors progress against outcomes and outputs.
· Ensures continuous improvement and lessons learned are applied across the programme.
· Team is performing as a unit, contributing to effective and efficient administrative support services in obtaining organisational goals and values. 
· The team members can contribute individually and collectively to the  organisation’s success. 
· All positions are filled by suitably qualified and competent staff. Performance is regularly reviewed and, when necessary, corrective action is taken.

	1.4
	Promote best practice in Project Management. 
	· The Project Management Practice of the PMO is in accordance with agreed processes and methodologies. 
· Quality Assurance of Project Management Practice is undertaken as agreed with the Group Manaqer Service Delivery in accordance with industry standards.




2.	Project Management Services
	
	Key Tasks
	Key Performance Indicators (KPIs)

	2.1
	Provide project management services to the organisation.
	· Project management services are provided across the organisation to a high standard.
· The project management team is staffed effectively, with any use of the services of consultants for investigation, design and reporting on projects justified.
· Any consultant input to the project achieves project objectives, is cost effective, and timely.

	2.2
	Provide Business Analyst (BA) services to the Service Delivery Group.
	· BA services are provided to support the Service Delivery Group to meet its performance measures.
· BA Services support the development of LTP and AP within the Service Delivery Group.
· BA Services improve the reporting and visibility for Service Delivery operations.

	2.3
	Oversee the development of briefs for proposed projects to define the principles by which the project will achieve the objectives provided by the Client.
	· Project brief fully describes all project objectives and project management inputs.
· Project Briefs are approved by the client.
· Budgets are confirmed and provided for.
· 

	2.5
	Act as the primary escalation point for project management and senior PMs. Apply judgement to determine which issues can be resolved, and which require escalation. Escalate significant risks, budgets issues, or strategic trade offs to the sponsor, GM. ELT or Council depending on the delegation for decision making. 
	· Responsibility is taken for the oversight and strategic direction of multiple projects within HDC, guiding them from planning to successful completion by managing resources, coordinating teams, and ensuring alignment with business objectives.
· Implementation of project management standards, processes, and tools across the organisation is undertaken, ensuring projects align with strategic goals, are delivered on time and within budget, and provide business value.
· Clear and timely communication including options. 
· Elected members, ELT and the sponsor feel informed.
· The sponsor / GM feels the right level of escalation and involvement is undertaken.

	2.6
	Make effective use of consultants for the provision of professional services related to programme delivery. This includes the balancing of internal and external resources to ensure cost effective programme delivery.
	· Outcomes are cost effective, timely and of high standard.
· KPIs relating to programme delivery is achieved.
· Consultant’s costs are within acceptable limits.

	2.7
	Collaborate with Iwi and interest groups affected by the projects, generally through established relationships.

	· Collaboration with Iwi and interest groups facilitates project progress is undertaken effectively. 
· Assistance is provided to the Client or undertaken on behalf of the client during negotiations with Iwi and other interest groups

	2.8
	Build strong relationships with executive leadership, sponsors, internal and external stakeholders. Manage the expectations of stakeholders, often with competing priorities. 
	· Relationships are positive and effective
· Public requests for information are dealt with effectively. 
· The Public is informed on the development and implementation of projects where applicable.
· Key stakeholders are up to date with the programme and projects as required.
· Stakeholder expectations are managed.

	2.9
	Change and risk management.
	· Champions the implementation of systems change management across programmes / projects.
· Acts as the first point of escalation and direction setting for projects. Determines what requires project sponsor input.

	2.10
	Inform the customer services team and the communications team of the nature and likely programme of projects at the outset. Keep the team informed of events or when a project is likely to affect the public and respond to detailed or technical customer service inquiries when requested.
	· The CSA team is knowledgeable about events and projects in the district so they can meet customer service enquiries.
· The communications team is kept informed of works and provided information to enable effective communications to affected parties and communities.
· Public requests for information are dealt with effectively. 
· The Public is informed on the development and implementation of projects where applicable.



3.	Business Management
	
	Key Tasks
	Key Performance Indicators (KPIs)

	3.1
	To manage the operations of the PMO in accordance with business objectives as agreed with the Group Manager Service Delivery.

	· The PMO Business Plan is prepared annually for review and approval.
· Monthly reports are prepared and presented to the Group Manager Service Delivery (includes Budget forecasts, forward workloads, objectives, and other agreed performance indicators). 
· Minimum agreed surplus on Business Unit operations is achieved.
· The Business Unit teams achieve agreed minimum chargeable hours. 
· Budgets are prepared for consideration and approval by the Group Manager Service Delivery. 

	3.2
	Develop goals, objectives and performance measures for the services provided to the organisation.

	· Goals and objectives identified in the Business Plan are achieved.
· Performance measures are proposed, monitored and reported on.
· Project outcomes are achieved on time and within budget to the specified quality of work.
· Services are delivered efficiently and cost effectively.

	3.3
	Advise the Group Manager Service Delivery (GM) on all matters concerning the PMO’s workstream.

	· The GM receives honest, impartial and comprehensive advice on relevant issues.
· The GM is kept informed of current and future risks and / or any key issues that may create risk for the organisation.
· Advice is provided to the GM on matters pertaining to the District Plan, infrastructure specifications and policy.


4.	Financial Management and Reporting
	
	Key Tasks
	Key Performance Indicators (KPIs)

	4.1
	Oversee the provision of cost estimates for projects and the management of expenditure to ensure cost effective outcomes.

	· Project costs are identified accurately and within established timeframes. 
· Projects are completed within the agreed budget.

	4.2
	Prepare monthly programme financial reports for clients and report on risks / issues.
	· Reports are prepared in accordance with an agreed format.
· Reports are submitted in a timely manner.
· All variations are justified.
· Delegations and processes are followed.

	4.3
	Prepare and circulate monthly reports showing progress on the programme. This includes financial reporting, project updates, risk management and escalation of issues.
	· Monthly reports are timely, accurate and informative.

	4.4
	Oversee the preparation and maintenance project cash flows.
	· Updated cash flow projections are provided monthly.
· The Finance Team are informed of the cash flow requirements.

	4.5
	Prepare and present monthly programme reporting. 
	· Monthly capital programme performance reporting is prepared and presented in the agreed format.
· Monthly reports are timely, accurate and informative.
· Report information is appropriate for the target audience (Client / ELT / Council / Council Committees).

	4.6
	Provide robust financial management for the PMO.
	· Monthly financial performance is reviewed and reported to the Group Manager Service Delivery.
· Procurement is undertaken in accordance with Council policy.
· Project costs are identified accurately and within established timeframes. 
· Projects are completed within the agreed budget.
· Budget reporting is in accordance with agreed parameters.
· Monthly capital and project performance reporting is prepared and presented in the agreed format to the ELT.
· Monthly reports are timely, accurate and informative.
· Report information is appropriate for the target audience (Client / ELT / Council).
· Updated cash flow projections are available.
· Cash flow data is updated monthly.
· All variations are justified.




5.	Contract Administration
	
	Key Tasks
	Key Performance Indicators (KPIs)

	5.1
	Oversee the preparation of Tender Documentation.

	· Tender documentation is in line with Council standards and specifications.

	5.2


	Ensure a robust process is followed for the request for offers of service, the evaluation of offers received, the preparation of letters for award, arrangement for project meetings and minutes of meetings, preparation of payment certificates and variation orders for approval.
	· All administration tasks done are on time and in accordance with specified standards and best practice.
· Tender processes are robust and meet probity requirements and are in accordance with agreed methodologies.

	5.3
	Ensure PMs are monitoring progress and works meet Quality Assurance requirements.
	· Project implementation is on track with the programme.
· Contract Manager is engaged to undertake QA.
· Quality of work adheres to appropriate standards and specifications.

	5.4
	Commissioning of projects.
	· Projects are successfully commissioned and meet the requirement of the client.

	5.5
	Operations and Maintenance manuals and As-Built information.
	· All documents are prepared and submitted in accordance with the specifications and requirements for asset management and finance.
· As-built information meets required standards and is provided in the correct format to the Asset Data team.


6.	Health and Safety
	
	Key Tasks
	Key Performance Indicators (KPIs)

	6.1
	Demonstrate a commitment to a culture of safety and wellbeing within the Council as set out in the HDC Safety & Wellbeing Charter.
	· Actively shows support and commitment to workplace health and safety in accordance with the HDC Safety & Wellbeing Charter so that ‘Everyone is Safe and Well at the End of the Day’.

	6.2
	Take reasonable care for own health and safety, and ensure that own acts and/or omissions do not adversely affect the H&S of others.
	· Comply with any reasonable instruction that is given by the Council.
· Co-operate with any reasonable policy or procedure.

	6.3
	Follow all established work procedures with particular regard to the requirements for H&S, including the use of PPE and adherence to the JSA’s.
	· Adheres to all H&S practices and rules as they relate to the position and working environment(s) and seeks out advice when unsure.

	6.4
	Actively participate in the identifying and reporting of risks and hazards.
	· All accidents / incidents / near hits are reported through the Vault H&S reporting system within 48 hours of their occurrence.
· Relevant advice is sought when hazards or risks are identified.

	6.5
	Inform consultants and contractors of H&S regulations and procedures they must operate within at all times.
	· Consultants and contractors are informed of H&S regulations and procedures so that they operate safely while undergoing work at HDC sites.




7.	Professional Accountability and Development
	
	Key Tasks
	Key Performance Indicators (KPIs)

	7.1
	Actively supports and models the Hauraki Way – values and required behaviours of the role (internally and externally).

	· Champions the Hauraki Way in all professional interactions, and seeks approval and/or when unsure seeks feedback in an appropriate manner.

	7.2
	Takes personal responsibility for discussing own performance and professional development with direct manager.
	· Takes an active role in own PPD / MeTime and raises any concerns in a constructive manner that does not undermine good faith.

	7.3
	Demonstrates commitment to up-skilling and further developing specialist knowledge and best practice initiatives.

	· Takes an active approach in familiarising themselves with the relevant plans, procedures, policies, processes and statutory requirements that can or may relate to their role and to the wider Council.

	7.4
	Identifies opportunities for improvement and as necessary works across the organisation to implement the necessary changes.
	· Contributes to and/or champions an improvement initiative through to completion


8.	Other Duties
	
	Key Tasks
	Key Performance Indicators (KPIs)

	8.1
	Other duties are undertaken as are reasonably required.
	· Other duties are completed as are reasonably required.

	8.2
	Provide organisational support as required, such as in respect of Civil Defence activities.
	· Employee participates in Civil Defence activities and events as required and as directed.

	8.3
	Abide by the general expectations, codes of conduct, and policies and procedures as outlined on the Hauraki District Council intranet.
	· Employee takes an active approach in familiarising themselves with HDC’s policies, together with relevant plans, procedures and processes.
· All applicable policies and procedures are adhered to. 

	8.4
	Participate fully in organisational processes including staff meetings, Personal Performance and Development (PPD) programmes, project teams and other initiatives.
	· Employee takes an active approach in respect of organisational processes and meets expectations with regard to their role in delivering results.
· Staff meetings are attended, PPD programmes are undertaken, assistance is provided on project teams etc. as relevant.





Person specification details
	1.
	Expertise
	

	
	Qualifications:
	Full NZ Drivers’ Licence
Appropriate degree and post graduate qualification
PMP or Prince2 Practitioner

	
	Experience:
	Minimum 8 years’ leadership experience

	Health & Safety Requirements:
	Passes required health, safety and well-being checks for position including drug testing for safety sensitive positions. This is a safety sensitive position. 
Must participate in annual occupational health monitoring applicable to the position.




	2.
	Skills
	

	
	Ability to organise
	Has a systematic approach that leads to the successful completion of tasks and events.

	
	Analytical thinking
	Can gather detailed information and investigate issues in detail to identify trends, patterns and core issues

	
	Commitment / Personal Accountability
	Is self motivating and self managing. 
Follows through projects to completion. 
Has high standards of personal integrity and professionalism.

	
	Communication
	Can clearly convey information and ideas through a variety of appropriate media to individuals or groups in a manner that helps them understand and retain the message. 
Responds to correspondence, voice mail and e-mail promptly.

	
	Decisionmaking / Problem solving
	Is able to analyse and solve complex problems, form judgements and make decisions within known parameters. Can resolve conflict or differences of opinion.

	
	Professional / Technical Expertise
	Demonstrates a high level of expertise in all phases of the job and forms opinions and conclusions which are technically sound and well founded.

	
	Leadership
	Effectively plans, organises, leads and controls to achieve effective group outcomes. Staff are motivated and encouraged to achieve through mentoring, coaching, appraisal and development programmes.

	
	Negotiating
	Ability to relate to people at all levels and to negotiate outcomes. Has specialised and highly developed problem solving and resolution skills.

	
	Teamwork
	Actively participates as a member of a team to move the team toward the completion of goals. 



	3.
	Knowledge
	

	
	Computer Literate
	Demonstrates relevant levels of computer literacy and competency, with a working knowledge as follows:
· Microsoft Office (e-mail, calendar etc) Intermediate
· Microsoft Word Intermediate
· Microsoft Excel Intermediate
· Microsoft Powerpoint Basic
· Projects

	
	Legislation
	Has a demonstrated working knowledge of legislation relevant to the position and is able to apply that knowledge, particularly in relation to the Local Government Act, Health and Safety at Work Act, Resource Management Act.

	
	Working Knowledge - Budgets
	Can set budgets, contribute to financial reporting, and exercise control to meet financial objectives.

	
	Working Knowledge  - Civil Engineering
	Has knowledge and practical experience in the management of civil engineering projects.

	
	Working Knowledge – Council Bylaws
	Has a working knowledge of applicable Council bylaws.

	
	Working Knowledge – Council Structure / Elected Members
	Has a good knowledge of governance and management structure and role of elected representatives.

	
	Working Knowledge – Modern Construction Practices
	Is up-to-date on modern construction practises and can make sound assessments and judgements in this field.

	
	Working Knowledge – Health and Safety at work
	Has good working knowledge and implements processes to ensure safe work environment.

	
	Working Knowledge – Project Management
	Has good knowledge and practical experience in the management of projects and can relay recent examples of successful projects.

	
	Working Knowledge – Technical 
	Understands technical/specialist language and practice not easily or quickly learned on the job. Reads trade or professional journals to maintain currency of knowledge.

	
	Working Knowledge – Tendering Process
	Understands concept of fair and transparent tendering processes and demonstrates ability to co-ordinate and interpret tenders.
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