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JOB DESCRIPTION

1.
JOB DETAILS


Job Title: 


Project Lead

Salary:



Up to £23k

Hours: 


30 hours 

Department: 


Retail

Reports to: 


Head of Retail

Tenure: 


Fixed Term
2.
JOB PURPOSE 

To be responsible for managing the day to day running of specific retail projects, in line with strategy and as determined and assigned by the Head of Retail. 
3.
DIMENSIONS
                                        Head of Retail


         

        Area Manager x 2


 Business Analyst
       Distribution Manager




   Project Lead




4. PRIMARY DUTIES AND RESPONSIBILITIES
· In conjunction with the Head of Retail, agree project scope, objectives and goals, in alignment with the Retail Strategy.
· To develop a comprehensive project plan/timeline, defining tasks and required resources. 
· To lead and manage the day to day activities of the project, tracking and monitoring performance.
· To provide regular and timely progress reports to the Head of Retail, offering viable solutions and opportunities as they arise.
· To undertake research and to analyse, compile and present relevant information.
· To arrange regular meetings with the project team to ensure skills and experience are being fully utilised, to ensure successful completion of key stages of the project.
· To actively lead and manage the recruitment of volunteers to support the project objectives.
· To meet budgetary objectives and make adjustments to project constraints.

· To identify and manage risks to ensure project delivery is kept to schedule and implementing any necessary changes throughout the process
· To manage all project administration, including all documents.
5.
COMMUNICATIONS AND WORKING RELATIONSHIPS

· Head of Retail

· Retail Management Team – Area Managers/Business Analyst/Distribution Manager 
· Distribution Staff and Volunteers

· Logistics Team

· All other retail and hospice staff
6.
KEY RESULT AREAS
· To have day to day responsibility for the planning and successful implementation of strategic retail projects.
7.
MOST CHALLENGING PART OF THE JOB


(To be completed by post-holder)

8. AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.
9. INFECTION CONTROL CLAUSE
Infection Control is everyone’s responsibility.  All staff, both clinical and non clinical, are required to adhere to the organisation’s Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.

 

All staff employed by Rowcroft Hospice have the following key responsibilities:

 

· Staff must decontaminate their hands prior to and after direct patient care or contact with the patient’s surroundings;

· Staff members have a duty to attend mandatory infection control training provided for them by the Hospice;

· Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.

10. PERSON SPECIFICATION 


(Please see attached)

12. JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Postholder’s Signature:





Date:


Head of Department’s Signature:




Date:


PERSON SPECIFICATION
	Attributes
	Essential
	Desirable


	Qualifications, special training and general intelligence
	· Good overall level of education including Maths and English

	· Project management

qualification 

	Knowledge and skills
	· Excellent leadership and management skills

· Excellent communication and negotiation skills with team, customers and stakeholders
· Exceptional organisational and time management skills with a planned and methodical approach 
· Well-developed interpersonal skills with ability to form good working relationships 
· Sound commercial awareness
· Ability to work autonomously and under own initiative
· Excellent IT skills with proficiency in the use of MS Word, Excel and PP
· Attention to detail and ability to produce work to the highest standard

	· Knowledge and understanding of effective project planning methods


	Experience


	· Demonstrable experience of overseeing or taking a key role in specific projects, in either a commercial or charity setting

	· Working with volunteers
· Experience of growing a business successfully


	Personal requirements e.g. communication, interpersonal
	· Proactive, collaborative and demonstrates a high degree of team spirit and integrity
· Positive, flexible, enthusiastic with a can-do attitude
	· Innovative and entrepreneurial

	Other requirements, e.g. Rotas
	· Full UK driving license
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