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Scottish Qualifications Authority

Project Manager, Business Systems Development, Dalkeith or Glasgow
Summary of SQA Terms and Conditions

	Salary Band for 01/04/12 – 31/03/13

	Min
	Point 1
	Point 2
	Point 3
	Point 4
	Point 5

	36,582
	37,482
	38,383
	39,283
	40,183
	41,085


	Length of appointment
	This is a fixed term post until 31 March 2014.



SQA JOB PROFILE
	Section 1
	Job Details

	Job Title
	Project Manager  

	Business Area
	Business Systems Development

	Job Grade
	8

	Responsible to
	Director of Business Systems 

	Responsible for
	No line management responsibility

	Job Purpose
	To provide project management services to set standards in line with delivering SQA’s agreed strategic objectives 


	Section 2
	Specific duties of this post

	1
	Manage the overall delivery of IT related projects including budgets, timescales and resources to ensure their successful delivery in line with business objectives 

	2
	Ensure all project variables are effectively managed in order for the project lifecycle and all its dependencies to be as effective as possible

	3
	Identify, clarify and evaluate issues and risks associated with projects and initiate corrective action to ensure the successful delivery of the project objectives

	4
	Implementation of software development lifecycle structures and technology architectures to ensure delivery of robust and effective IS services which will form part of the project deliverables

	5
	Lead, coach, train and develop individuals and teams to maximise performance

	6
	Produce and authorise project documentation throughout the development lifecycle to ensure stakeholders are properly informed

	7
	Lead quality reviews of project documentation, providing appropriate feedback and support to document authors to ensure alignment of output 

	8
	Provide leadership and guidance on project management  working practices to ensure the implementation of best practice techniques 

	9
	Communicate effectively and strategically with a wide range of internal and external stakeholders to ensure clarity of message at all times

	10
	Manage the co-ordination of all partners and working groups engaged in their projects including 3rd party software suppliers to ensure alignment of efforts 

	11
	Work autonomously and initiate own activity to deliver to project milestones and business objectives


	Section 3
	Generic duties for this grade

	1
	Responding to queries, providing advice, guidance, resolving related problems and where appropriate making revision when required.

	2
	Production of reports, papers, and development of policies and procedures for relevant parties and where appropriate contributing to developments outwith own area of work.

	3
	Managing the associated resources including budgets/stock and or income/expenditure and the management of staff (including consultants).

	4
	Contributing to the Business Area planning activities typically spanning several months or longer by planning and organising own work, the work of others and resolving the related problems and issues.  Where appropriate this may include interacting with external organisations and co-ordinating work cross functionally

	5
	Contributing to the review and continual improvement of service provision in line with best value.

	6
	Ensuring compliance with appropriate policy/legislation.

	7
	Contributing to and where appropriate leading on the implementation of new areas of work/projects/business including the following:

- Any analysis and research, including the development of project/funding and tender specifications  

- Consultation with internal and external stakeholders

- Development of implementation plans thereafter

- Implementation and effective communication of new processes/procedures 


	Section 4
	Qualifications, knowledge, skills and experience

	1
	As a minimum be educated to SCQF Level 9.  
OR

Be able to demonstrate direct relevant experience for this role

	2
	Be able to operate SQA desk top packages and business systems at the appropriate level for this role

	3
	Be able to operate specialist IT systems relevant to this role

	4
	Be able to understand and carry out complex numerical and or financial calculations and analyse data at the appropriate level for this role


The SQA Leadership Framework for managers comprises the competencies listed below. The interview, which will be based around the competencies most relevant to this post, is an opportunity to demonstrate suitability for the post by providing evidence to support the application.

	Competence
	Description

	Provides Direction
	Focuses and encourages others to focus on delivering the operational plans

	
	Regularly reviews and communicates progress on operational plans

	
	Uses the operational plan to prioritise work, budgets and resources

	Leadership
	Creates a sense of common purpose

	
	Models behaviour that shows respect, helpfulness and cooperation

	
	Encourages and supports others to make decisions autonomously

	Planning
	Sets SMART objectives for self and/or team

	
	Regularly reviews progress to redirect action when necessary

	
	Considers “what ifs” and uses contingency plans to minimise risk

	
	Plans activities based on the needs of those who will be affected by them

	Improvement Focus
	Responds positively to challenges from others

	
	Offers new ideas and solutions to current challenges

	
	Tests new ideas with others

	
	Readily adopts new ways of working

	Business Focus
	Focuses personal effort on activities that contribute to business performance

	
	Seeks relevant advice/ information from appropriate sources

	
	Ensures relationships with customers/suppliers and business partners add value

	Customer Focus
	Seeks feedback from customers to enhance service and/or products

	
	Responds appropriately to customer requests

	
	Establishes customer information needs in order to communicate effectively with customers

	Managing Change
	Modify work processes and operating procedures in line with change plans

	
	Work with others to ensure changes are embedded into team practices and are sustainable

	
	Enable individuals to see the short, medium and long-term benefits of change programmes

	Developing
	Provides support and feedback to colleagues when needed

	
	Helps people to learn from mistakes

	Managing Performance
	Openly recognises and rewards good performance

	
	Acts quickly and fairly to address poor performance

	
	Demonstrates the importance of performance management by giving it a high priority

	
	Is open and encourages feedback from all levels 

	
	Visibly and quickly deals with those who harass, bully or unfairly discriminate
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