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Walk Wheel Cycle Trust | Job description
Role description
Salary: Grade H
· Location: Remote Home based (anywhere in the UK) 
· Line manager: Rory Mitchinson	
· Department / Team: IT Core
Role summary
To lead and coordinate the Healthy Organisation programme by ensuring all activities, milestones, and projects are clearly owned, effectively reported, and aligned through strong governance, leadership engagement, colleague upskilling, and a centrally managed organisation-wide change and engagement plan.
To plan, manage and lead new system and infrastructure IT projects through to successful delivery using IT best practices and applying agile or other project management methodologies. To ensure projects are completed on time, within budget and the objectives of the project have been met. 
Key responsibilities
Programme Management:
Manage the Healthy Organisation programme, so that all Activities, Milestones and projects are understood, owned and reported on to Performance Portfolio Board.
Ensure timely and accurate reporting on Healthy Organisation activities by liaising with leadership, supporting them to identify key actions, decisions, risks and issues surfacing from projects and BAU.
Upskill and support colleagues running internal projects in basic project management good practice and our Delivery Framework.
Collect together and manage change across all internal project plans, specifically where they involve organisation-wide change and engagements, to formulate and track a master Engagement Plan.

IT Project Management:
To project manage and lead new system and infrastructure projects as designated by the IT Director, to agreed time, quality and cost. 
To coordinate, manage and control all stages of a project using appropriate project management techniques.
To create effective business cases which define project scope and deliverables in agreement with key stakeholders.
To produce, maintain and execute detailed project plans to manage and track progress, to revise project plans as appropriate to meet changing needs and requirements. 
To apply best practice project management principles throughout the project to ensure the optimal outcome for the project and the charity.
To manage significant changes to project scope, project schedule and project costs via an effective change management procedure whilst ensuring sign off from the Steering Group or relevant authority.
To create project budgets and provide cost estimates for all aspects of the project for approval by the IT Director. 
To manage the project budget and escalate any major variances to the IT Director.
To assemble and manage project teams which may include both internal and external resources, driving motivation, collaboration and delivery.
To regularly report to project Steering Groups on progress, raising key risks and issues and to obtain sign off for any significant changes to project scope, schedule or cost via a change management procedure. 
To effectively manage and resolve risks & issues, through continual analysis, prioritisation and mitigation via a risk & issue register.
To build and develop effective working relationships throughout the organisation and with external vendors.
To chair regular project meetings, updating key stakeholders and other team members on status, risks and issues and next steps as part of best practice project governance.
To take account of interdependencies with other projects, and business priorities, and ensure these are addressed within project meetings and via the Steering Group as appropriate. 
To deliver best practice change management and charity wide communications commensurate with designated projects.  
To plan, manage and deliver, training to both project team members and end users. 
To complete a professional project close down including for example full documentation, handover to business as usual and lessons learned.

To perform any other duties consistent with the nature and grade of the role as agreed with the line manager.
Person specification
Specific qualifications or experience required
Experience of systems implementation or Infrastructure projects in other organisations
Experience in project management, planning, managing budgets and risk management.
Experience of delivering change management within an organisation.
Experience of project management approaches, tools and phases of the project lifecycle.
Specific/technical knowledge required
A recognised Project Management Qualification such as Prince2 or AgilePM
Knowledge of project management methodologies, tools and techniques.
Skills and abilities
Excellent verbal and written communication skills.
Ability to work collaboratively with senior colleagues.
Ability to build, facilitate, maintain and manage good working relationships.
Excellent IT literacy including use of Microsoft 365.
Ability to present technical problems and opportunities to non-technical audiences in a clear and constructive way.
Ability to create, co-ordinate and deliver training for new systems.
Ability to plan, organise and prioritise own workload and delegate effectively
Excellent organisational and time management skills
Excellent report writing skills

This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 



We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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Registered Office: Walk Wheel Cycle Trust, 2 Cathedral Square, College Green, Bristol BS1 5DD. 
T: 0117 926 8893. 
Belfast: T: 028 9043 4569. Caerdydd/Cardiff: T: 029 2065 0602. Edinburgh: T: 0131 346 1384. 
London: T: 020 7017 2350. With regional offices in: Birmingham, Bristol, Glasgow, Leeds, 
Manchester, Newcastle, Nottingham.
Walk Wheel Cycle Trust is a registered charity number 326550 (England and Cymru), 
SC039263 (Scotland) and 20206824 (Republic of Ireland)
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