Job description – Assistant Project Manager August 2021
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Job Title:

Assistant Regional Project Manager
Department:
Public Safety & Subsidence
Reports to:
Principal Project Manager General Claims
Direct Reports:
None 
Grade:
CA4 
Main purpose of the job
· To administer a portfolio of hazard, enquiry and subsidence projects in the North East region and other regions as required.
· The home department is Public Safety & Subsidence (PS&S) and the role will be based in the North East of England.
Responsibilities
Specific 
· To assist in the management of coal mining subsidence damage claims and coal mining surface hazard projects within defined statutory and internal frameworks.
· To ensure that your portfolio of projects is adequately progressed and resourced, and that your customers are effectively managed.

· To assist and show that adequate investigations are carried out to determine the Authority’s liability.
· To assist and supervise contractors and consultants undertaking research, investigations and remediation.
· To assist and undertake field related tasks as required which may include the inspections of properties, borehole inspections, liability sites, undertaking monitoring and sampling.
· To assist in the compilation of evidence and submissions in respect of any claims that may be referred to arbitration/lands tribunal.
· To act as a public interface, representing the Authority and dealing with live enquiries from members of the public, and other relevant parties.
· To undertake desk top assessment of claims/incidents using the Corporate Browser for such things as shafts, outcrops, shallow and deep mine locations, faults, etc.
· To assist project managers in delivery of projects to time and budget.
· To be part of response team to deal with calls to the Authority’s emergency hazard line.
General 

· To act in accordance with the behaviours and values of the organisation.
· To manage your own performance to be accountable for meeting individual, team and corporate objectives.
· To act in accordance with the Scheme of Delegation and ensure propriety and regularity in the handling of public funds.
· To comply with and contribute to the improvement of operational and team processes and procedures.
· To assist with the preparation and execution of the team’s objectives, budgets and financial records.
· To identify opportunities and implement change leading to team development, system improvement and good value for money.
· To maintain and develop positive stakeholder relationships in order to promote the Authority and assist it to meet its objectives.
· To support research and development projects.
· To ensure that the Authority’s statutory responsibilities are effectively discharged.
· To carry out any further reasonable requests from your line manager.

Competencies









Level
	
	

	Seeing the bigger picture - has an in-depth understanding and knowledge of how the role fits with and supports The Coal Authority’s business priorities


	3

	Changing and improving - responsive, innovative and seek out opportunities for continuous improvement

	3

	Making effective decisions - objective; uses sound judgement, evidence and knowledge to provide accurate, expert and professional advice in a timely manner


	3

	Leading and communicating - leads from the front and communicates with clarity, conviction and enthusiasm

	3

	Collaborating and partnering - creates and maintains positive, professional and trusting working relationships with a wide range of people, within and outside The Coal Authority, to achieve results

	3

	Building capability for all - has a strong focus on continuous learning for self, others and the organisation

	3

	Achieving commercial outcomes - has a commercial, financial and sustainable mind-set to ensure all products and services deliver added value and stimulate growth

	3

	Delivering good value for money - achieves a good mix of quality and effectiveness for minimal cost and to improve return on investment

	3

	Managing a quality service - plans, organises and manages their time and activities to deliver a high-quality customer experience


	3

	Delivering at pace - delivers timely performance, with energy, and taking responsibility and accountability for high-quality outcomes
	3


Person specification 
	Job Title:  Assistant Project Manager
Section/Department:  Public Safety & Subsidence 


	
	Essential


	Desirable

	Qualifications and Training


	
	HND / Degree or equivalent together with corporate membership of professional body (Surveying, Civil, Mining Engineering or appropriate discipline) or relevant experience.

	Experience and Knowledge


	Some previous technical experience with a mining, surveying or civil engineering background. 

Experience of managing contractors.
	Demonstrable technical experience with a mining, surveying or civil engineering background with experience of subsidence claim and hazard management. 

	Skills and Abilities

	Ability to undertake travelling to hazard/subsidence cases
Excellent interpersonal & communication skills
Good organisational skills

Experience of Microsoft office

Ability to prioritise tasks and use initiative 
A strong teamwork ethic 

A commitment to on-going learning & development 

Strong problem solving abilities

Willingness to develop & make use of commercial acumen

A positive attitude to collaborative working

	Working knowledge of Health, Safety and Environmental issues

Experience of Contractor Management

Knowledge of Subsidence Legislation

Experience of interpreting mining related information.

Knowledge of the technical management of mining legacy risks and hazards

	Other 
	Flexibility in working hours

Driving License
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