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The Coal
Authority

Resolving the impacts of mining




Job Title:

Assistant Project Manager
Department:
Environment
Reports to:

Team Leader – Coal or Metal Mines Programme
Direct Reports:
None
Main purpose of the job
· To champion the benefits of project management within the Authority

· Influence multi-disciplinary specialists to deliver projects at pace to agreed timescales whilst ensuring cost saving initiatives, innovation, collaboration and openness are considered. 

· Assist Project Managers in the delivery of complex, strategically important projects

· Take the lead role in delivery of low – medium risk projects

· To assist in the development of effective Portfolio, Programme & Project Management at the Authority

Responsibilities
Specifics 
· Assist the Project Managers to: manage and lead the project delivery teams as assigned.  To commission and project manage scoping, feasibility investigations to deliver a performance specification for a design and build contract to enable schemes to be implemented to prevent and reduce mine water pollution. 
· Take the lead on managing low – medium risk projects such as refurbishments, efficiency schemes as required.
· To undertake in-house scoping & feasibility studies to find innovative, cost effective solutions.
· To apply best practice Project Management principles, tools and techniques (taken as read), including: Lifecycle Management, Managing Issues, Risks, Change, Budgets, Stakeholders, Stage Reviews, Task and Resource Planning and Management, Reporting at all levels, Problem Solving, Learning lessons, ensuring Business Case Benefits Realisation etc.

· To assist with assigned tasks and projects and communicate information at all levels.

· Update and contribute to production of regular and ad hoc management status reports.

General 
· Participate in, and contribute to, the development of effective and professional Portfolio, Programme and Project Management for “increasingly successful projects”.

· Support Portfolio, Programme and Project support services as assigned.

· Act in accordance with the values, standards and behaviours of The Authority.

· To manage your own performance to be accountable for meeting individual, team and corporate objectives. 

· Assist with the preparation and execution of the team’s objectives, budgets and financial records.

· To be responsible for maintaining own CPD and manage your own performance.

· To undertake any other work as reasonably requested.


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

	4

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


	4

	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

	4

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

	4

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


	4

	Delivering at pace - delivers timely performance, with energy, and taking responsibility and accountability for high-quality outcomes
	4


Person specification 
	Job Title:  Assistant Project Manager
Section/Department:  Environment   


	
	Essential


	Desirable

	Qualifications and Training


	HND or equivalent or working towards such a qualification in an appropriate discipline 

or

able to demonstrate suitable experience for the role.


	APM Qualification 
APM/PMI Membership



	Experience and Knowledge


	Desire to continue to learn & develop professionally

	Managing Successful Programmes (MSP) Practitioner
PRINCE2 Qualification

	Skills and Abilities

	Able to manage tasks

Able to engage and communicate effectively with project and non-project people at every level.

To have an understanding of Project, Programme and Portfolio Management principles, tools & techniques.

Analytical & Reporting Skills

Methodical & organised

Capable of using MS Office, including MS Project

	Able to assist in  programmes/projects

Able to assist and produce project schedules

Able to assist in workshops

Skilled using MS Project Web App (PWA)


	Other


	Potential for regular travel on business which could up to 7-10,000 miles per year.

Occasional nights away from home, up to four times per month

Occasional visits to construction sites 
Potential for travel to network events and/or conferences in the UK and overseas


	


1

