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	Job Title Project Manager


	Job Description

	Role title

	Project Manager


	Location(s)
	The post will be based at Osprey Court in South Bristol but there may be a requirement to work across the Bristol, North Somerset and South Gloucestershire (BNSSG) area. 

We have a hybrid working policy which requires staff to work a minimum of 2 days in the office, within general practice or at locations of our system partners.

	Job Purpose
	To work within the GP Collaborative Board (GPCB) Office to proactively provide project management support to a group of Clinical Leads who are working across a number of different health pathways.

To plan, implement and close projects well, using a structured approach. 

To manage project stakeholders, ensuring that all project deliverables are completed on time, within scope, and within budget. 

To Support the GPCB Development and Engagement Manager in effective delivery of GPCB Office activities.


	Key responsibilities
	
Project Planning
· Develop detailed project plans outlining scope, objectives, deliverables, timelines, and resource requirements.
· Conduct stakeholder mapping and engagement planning to ensure inclusive and effective communication.
· Establish governance structures and reporting mechanisms tailored to the commissioning organisation.
· Use project management tools to track progress and dependencies.

Project Execution
· Lead the day-to-day management of project activities, ensuring alignment with strategic goals.
· Monitor project milestones, KPIs, and deliverables, adjusting plans as needed to maintain momentum.
· Proactively identify risks and issues, maintaining a risk register and implementing mitigation strategies.
· Ensure quality assurance processes are embedded throughout the project lifecycle.

Collaboration and Stakeholder Engagement
· Facilitate cross-functional collaboration, ensuring all stakeholders are informed and involved.
· Chair project meetings, workshops, and steering groups to drive progress and resolve challenges.
· Build strong relationships with internal teams, external partners, and system stakeholders.

Resourcing and Budget Management
· Develop and manage project budgets, ensuring cost-effectiveness and value for money.
· Track expenditure against budget, produce financial forecasts, and escalate variances.
· Coordinate procurement and contract management where required.

Reporting and Evaluation
· Produce high-quality reports for senior leadership and stakeholders, including dashboards and narrative summaries.
· Evaluate project outcomes against KPIs and strategic objectives.
· Lead post-project reviews and lessons learned exercises to inform future initiatives.

Change Management
· Design and implement change management strategies to support adoption and sustainability.
· Deliver training, workshops, and communications to support users and stakeholders.
· Monitor change impact and adjust plans to ensure successful embedding of new practices.

Governance and administration
· Ensure all project activities comply with relevant legislation, policies and standards
· Maintain accurate documentation and audit trails.
· Support, and provide a comprehensive administration function for the Clinical Leads and GPCB Office.


	Line management responsibility Y/N
	
None

	Responsible to


	GPCB Development and Engagement Manager 

	Budget Holder
	Y

	Pay Band

	Band D



PERSON SPECIFICATION

	· QUALIFICATIONS AND EXPERIENCE

	Essential
· Recognised project management qualification (e.g., PRINCE2, AgilePM, APM)
· At least 2 years demonstrable experience managing complex projects from initiation to closure
· Proven ability to manage multiple stakeholders, including senior leaders, clinicians, and external partners
· Strong track record in risk management, resource planning, and performance monitoring
· Experience using project management software and tools

Desirable
· Experience in the design, development and implementation of NHS projects
· Experience in budget management and financial reporting


	PERSONAL QUALITIES, SKILLS AND ATTRIBUTES

	Essential
· Ability to identify issues early and develop effective solutions quickly.
· Confident in making informed decisions and taking ownership of outcomes.
· Able to interpret data and metrics to inform decisions and improve project outcomes.
· Ability to work well with others, to promotes teamwork, and foster a positive working environment
· Ability to articulate and advocate the value of collaborative working 
· Positive and proactive attitude towards innovation and change
· Strong communication and stakeholder management skills
· Capable of working autonomously with minimal supervision
· Excellent oral and written communication skills
· Excellent interpersonal skills to establish trust and rapport
· Ability to present concise and considered information
· Resilient, adaptable, and skilled at navigating complex change
· Ability to use judgement to solve complex problems
· Strong organisational skills and confident in delegating effectively
· Demonstrable understanding and commitment to equality, diversity and inclusion
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