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JOB DESCRIPTION

	JOB TITLE:  National Capital & Estates Project Manager            Salary:  SCP 46-49 £49,869-£53,050


	DIVISION/DEPARTMENT/LOCATION: Home based or at a convenient local office


	E-ACT PURPOSE:   To break the link between poverty and underachievement for E-ACT students. E-ACT is committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment.



	JOB PURPOSE:
· To support the Estates & Commercial Director to further develop and assist in the delivery of the Estates Strategy and site development and improvement plans within the Trust. 
· Provide strategic leadership to the estates portfolio

· Ensure the Trust is maintaining compliant and safe environments which are or are working towards reducing our carbon footprint.

· To lead and manage capital funding and priorities for work, and develop and implement the delivery of capital projects of a range of values.

· Proactively support the Trust in providing a high quality, value for money, safe environment for staff, students and visitors.  


	REPORTING LINES:   Post holder reports to the Estates & Commercial Director


	KEY RESPONSIBILITIES:

· Maintaining accurate and a comprehensive awareness of the range of building conditions throughout the Trust estate in order to inform capital funding expenditure under HM Government’s SCA and DFC funding streams and utilising independent reports/surveys where necessary for the same
· Identify and develop potential micro as well as Trust wide opportunities for maximising the impact of capital funding, including monitoring current capital expenditure as well as revenue generation eg. lettings
· Collate and use robust management information to proactively manage the estates portfolio – including maintaining completeness and integrity of data; reviewing for trends and opportunities as well as providing strategic leadership on key themes and sharing and demonstrating best practice from around the Trust and the wider sector. This will involve close working with the Regional Teams
· Actively promote academy compliance with central Estate Management Strategy and self-deliver or organise the provision of focused training for colleagues, particularly on key risk areas or gaps
· Own the procurement process for the procurement of key strategic relationships eg. for specialist M&E projects or specialist estates consultants and then be accountable for the delivery of services from the same
· Provide and be accountable for effective financial management and accounting control, in conjunction with the Head of Procurement and the Regional Teams, for all capital projects ensuring that financial budgets, build quality, safety and resources are monitored, controlled and are delivered on time
· Establish and maintain proactive constructive relationships with key academy and external staff, and produce the required reports for Education and Skills Funding Agency, DfE, auditors and E-ACT Executive Leadership Team in a timely and accurate manner
· Support Trust staff in maintaining compliant and safe environments 
· Support the Estates & Commercial Director with the development and implementation of the E-ACT Estate Strategy
· Own and be accountable for the production of Academy Development Plans as well as Site Overview documents 
· Produce accurate Net Capacity Assessments and option appraisals around capacity and lead on the provision of similar information for pupil place planning queries as may be needed from time to time
· Proactively work with the Regional Facilities Managers to develop national strategy and continuous improvement of facilities management within the Trust
· Manage the monitoring and safe delivery of key large value capital schemes that will be funded by local and national agencies from time to time including pre-start and then in the DLP
· Develop templates for and be accountable for the delivery of ‘lessons learned’ sessions and subsequent feedback reports in relation to capital projects, whether Trust funded or by third parties

· Lead on the Trust’s strategy to reduce carbon, environmental impact, revenue and energy costs and then the implementation of same alongside curriculum support as may be required from time to time
· Comply with and assist with the development of policies and procedures relating to child protection, Health & Safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the Trust
· Develop constructive relationships and communicate with other agencies/professionals

· Participate in training and other learning activities and performance development as required

· Recognise one’s own strengths and areas of expertise and use these to advise and support others
· Such other duties as may be commensurate with the role/grade of post and may be reasonably required from time to time. 
· Some evening and weekend working may be required from time to time 
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PERSON SPECIFICATION (E=Essential and D=Desirable]
Qualifications, Experience & Knowledge
	· Extensive knowledge of construction and FM environments





	E

	· A proven track record within a multi-site, multi-stakeholder environment



	E

	· Strong knowledge of H&S legislation incl. CDM regulations and its practical application


	E

	· A proven track record for well managed and robust procurement at all values including producing specifications, terms and conditions, contract management and management post-completion
	E

	· A strong, credible project manager, with focus on detail and solving complex and often interrelated issues occurring within projects and programmes
	E

	· A strong understanding and practical experience of managing estates and capital projects relating to them





	E

	· A proven track record in estates strategy and pupil capacity assessments



	D

	· Membership of a relevant professional institute 
	D

	· Demonstrable commitment to and preferably experience in carbon reduction assessments and implementation methodologies


	D

	· Demonstrable commitment to continuing professional development in relevant areas covered by this JD



	E


Skills and Abilities

	· Good planning skills, accompanied by an ability to re-organise plans to accommodate emerging new priorities and technologies



	E

	· Very strong ICT literacy to use MS Office packages   and financial packages eg. PSF
	E

	· Good writing, report writing and numeracy skills




	E

	· Good negotiation skills
                                             



	E

	· Ability to build strong constructive working relationships with external parties, Trust staff and across academies


	E

	· Ability to interpret complex data and work on commercial detail



	E

	· Ability to work under pressure and unsupervised on own initiative

	E


Attitude and Behaviours

	· A commitment to equality, diversity and community engagement

	E

	· Highest standards of personal integrity






	E

	· Team player









	E

	· Willingness to travel to academies throughout the country and stay away from home for a number of days per month





	E

	· Self-motivated and have the ability to work on own initiative 



	E


This post is subject to an enhanced DBS check.
