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JOB DESCRIPTION 

Job Title:	Digital Project Manager 
	
Reports to: 	Digital Talent Programme Lead - Dr Eleanor Holmes

Accountable to:	TyneHealth CEO Patricia Whelan-Moss
				
Type of Contract: 	Fixed term, 12-month contract	
Hours:	Full Time (37.5 hrs / week) - open to flexible working and job share options for the right candidate(s)
Salary:	£43,000 per annum 
Employer:		TyneHealth Ltd. (North Tyneside GP Federation)
Base:	TyneHealth Main Office, 10 Hedley Court, Orion Business Park, North Shields, NE29 7ST
Date of JD:		March 2021 

Job Purpose
The Digital Project Manager will work as part of a Digital Talent Team within TyneHealth GP Federation, led by Dr Eleanor Holmes (Clinical Lead for Quality Improvement and Community Engagement / Communications), supporting the organisation to deliver a Digital Talent Programme that identifies, trains, supports and develops a pool of IT and digital talent in the existing Primary Care workforce through the delivery of a Digital Talent Programme open to all GP practice staff working in North Tyneside. 
The Digital Project Manager will work closely with the Digital Talent Team Lead Dr Eleanor Holmes (GP with an education / innovation background) on delivering the Digital Talent Programme and associated work streams and related projects that aim to support GP practice staff more broadly in the effective and efficient use of Primary Care IT / digital systems, websites, and social media to improve access to Primary Care as well as strengthen communications with service users and the public more broadly, different health and social care sectors, and within existing staff teams. 
The primary purpose of the Digital Project Manager will be to provide project management capacity to aid the accelerated delivery of the Digital Talent Programme:
· Contribute to the delivery of the Digital Talent Programme by implementation of the Project Initiation Document (PID) authored by Dr Eleanor Holmes.
· The Project Manager will provide leadership to deliver this Digital Talent Programme and will adopt the relevant project management methodologies and standards and manage the full project lifecycle.
· The post holder will support senior programme leads and provide leadership to wider members of the team and those working to deliver the programme, to ensure that their work streams are managed effectively and take the lead in their successful delivery. 
· Liaise with key external and internal stakeholders and support the Change Management Process associated with the implementation of the project and associated work streams.
· Highlighting benefits and identifying who is to deliver them in accordance with the project plans, including leading on the development of a Benefits Realisation Plan for the project that will be presented to TyneHealth Board, NT CCG and submitted to Digital First Primary Care (DFPC) / NHSEI.
· To ensure that necessary tasks and targets in the project plans are achieved and that appropriate documentation and communication take place.
· Build relationships and liaise with all 25 x GP practices (Practice Managers and GP Partners) and 4 x Primary Care Networks in North Tyneside to achieve buy in and commitment to enrol a staff member from each GP practice, and one member of staff from each PCN team on the Digital Talent Programme.
· Work with other members of the Digital Talent Team, TyneHealth Board of Directors and relevant staff within the organisation, Primary Care Network Clinical Directors, NTCCG Transformation Team, Living Well North Tyneside Partners, Academic Evaluation Research Team, External suppliers (web developers and social media strategists), and any third-party collaborators to ensure that the Digital Talent Programme is delivered successfully 

Job Statement
· Deliver the successful implementation of The Digital Talent Programme and any agreed projects that impact the programme, against agreed project plans to time and within constraints, using industry standard project methodologies
· Developing project scopes and objectives, involving all relevant stakeholders, and ensuring technical feasibility
· Have experience of partnership working preferably within NHS health and social care services to include Primary Care, Secondary Care, and /or Local Authority.

· Possess extensive experience of effective management of projects and change programmes in a multi-disciplinary environment.
· Developing business cases 
· Manage project phases ensuring agreed and approved signoffs to enable the project to be implemented
· Keep up to date with digital programmes locally and nationally to support the development of best practice digital projects (particularly with relation to DFPC)
· Provide and receive complex information to ensure successful delivery of the project
· Ensure that change control and configuration management are tightly managed
· Effectively manage project risks, including the development of contingency plans
· Project plan the system implementations by organising a broad range of training (delivered both on-line and in-person with the Digital Talent Team), complex activities, and project dependencies. Adjust deliverables to meet unexpected circumstances.
· Produce and maintain the formal project documentation required throughout the project lifecycle including the production of policies and procedures. 
· Liaise with the academic research team and provide information needed for the planned academic evaluation
· Complete a benefits realisation plan working with the academic research team, and present this at the end of the project

Communication aspects of the role
· Write and produce reports, project plans, and documents to a consistent and high standard and with the ability to be precise and write succinctly. 
· Provide leadership with colleagues, both internal and external, in gaining agreement and cooperation in the delivery of the project and information requirements. Able to challenge in a way that build relationships and teams, as well as fostering creative and innovative thinking
· Be able to communicate verbally in a clear and concise manner ensuring the recipients understand, as well as presenting information to relevant committees and boards. 
· Be able to communicate complex, difficult and sensitive information in a tactful manner.
· Support the development of internal and external communication where required by regular contact with the teams, stakeholders, and communications team. 
· To liaise with partner agencies in providing and receiving complex and sensitive information.
· To deputise for other managers within the team and represent TyneHealth at agreed meetings with partner agencies, presenting complex and sensitive information to large groups.

Analysis and judgement will be necessary in the following situations
· Develop business cases as required to support service development.
· Collate and present complex information on needs of the programme to inform continuous development of plans.

Tasks that require planning and organising
· Contribute to the strategic planning of projects, identifying interdependencies across projects/functions, potential impacts on the wider organisation, resource requirements and building in contingency and adjustments as necessary.
· Be able to lead and coordinate the project and deal with conflicting priorities.
· Produce several key documents by the coordination and gathering of information from multiple sources and translate into a single corporate style to ensure professional and high standard documents.  
· Create project plans using appropriate project management methodologies and manage projects through to completion.
· Manage a varied workload of complex and competing priorities.
Financial Management
· To be responsible for the management of the allocated Programme Budget. 

HR Management
· To be responsible for the line management of the Social Media and Communications Trainer to include formal line management and ensuring training is up to date.
This role will require using a range of information systems
· Be responsible for providing reports, process maps and figures using Microsoft applications.
· Manipulating and interpreting complex data sets through population health management tools, Excel etc.
· Be up to date on the latest UX and UI research and methodologies, as well as basic website development and the IT and digital systems currently used within Primary Care (e.g. eConsult / AccuRx etc.)
What level of freedom and autonomy does this role have?  Do they follow standard procedures?
· Working within the policies and systems of the organisation, the post holder is expected to work with significant discretion, to clearly articulated objectives.
General compliance:

1. To comply with all TyneHealth’s Policies and Procedure, with particular regard to 
· Risk Management		
· Health and Safety 
· Confidentiality                      
· Data Quality
· Freedom of Information         
· Equality and Diversity 
· Information and Security Management and Information Governance
· Standing Orders & Standing Financial Instructions

2. To perform your duties to the highest standard with particular regard to effective and efficient use of resources, maintaining quality and contributing to improvements.

3. Perform any other duties that may be required from time to time.

4. Every post holder represents TyneHealth.  We rely on all our staff to be helpful, kind, and courteous to staff, patients, visitors, and each other.  At all times we expect appropriate behaviour.


This job description may be altered to meet changing needs of the service and will be reviewed in consultation with the post holder.









Person Specification 

	Factors
	Description
	Essential
	Desirable

	Knowledge, Training and Experience
	Educated to masters level in relevant subject or equivalent level of experience of working at a similar level in specialist area
Professional qualification in project management or equivalent experience and a commitment to on-going CPD.
Highly specialist knowledge across the range of project management Principles, Themes, Processes and Practices.
Experience of leading programmes / projects and working with project management practices/ tools to ensure programmes are delivered on time and within budget. 
Experience of training, coaching and facilitation and organisational change. 
Experience of resource management, business management, communications, and financial management. 
Experience of working at a senior level with experience of service delivery, financial and staff management. 
Experience of leading/working in a Project Management Office (PMO)
Experience in communications and stakeholder management
Working knowledge of various Microsoft programmes including Word/Excel/ PowerPoint
Working knowledge of Microsoft Project
Knowledge of Primary Care IT and Digital Systems
Knowledge of web development and social media - both the systems and associated training and strategies
Previous experience in similar role in public sector
A good understanding of the health and social care environment and roles and responsibilities within it
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	Factors

	Description
	Essential
	Desirable

	Communication skills
	Clear communicator with excellent writing, report writing and presentation skills; capable of constructing and delivering clear ideas and concepts concisely and accurately for diverse audiences

Evidence of success in efficient and effective project and programme management

Skills for communication on complex matters and difficult situations, requiring persuasion and influence.  

Skills for nurturing key relationships and maintaining networks.
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√



√



√

	




	Analytical
	Ability to analyse and interpret information, pre-empt and evaluate issues, and recommend and appropriate course of action to address the issues

Problem solving skills and ability to respond to sudden unexpected demands

Strategic thinking – ability to anticipate

Attention to detail combined with the ability to extract key messages from complex analysis

Independent thinker with demonstrated good judgement, problem-solving and analytical skills 
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√


	

















	Planning Skills
	Skills for project management

Previous experience in project management and planning

	√

√

	



	Management Skills
	Ability to engender trust and confidence and demonstrate integrity in the provision of advice and support

Takes decisions on difficult and contentious issues where there may be a number of courses of action

Strategic thinking – ability to anticipate and resolve problems before they arise

Ability to make decisions autonomously, when required, on difficult issues, working to tight and often changing timescales

Skills for managing projects ensuring they meet financial targets.
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	Factors

	Description
	Essential
	Desirable

	Physical Skills
	Skills for manipulating information.
Intermediate keyboard skills

	√

	

	Autonomy 
	Ability to work on own initiative and organise own workload without supervision working to tight and often changing timescales

	
√

	

	Equality and Diversity
	Understanding of and commitment to equality of opportunity and good working relationships 

	
√

	

	Other
	An ability to maintain confidentiality and trust

Used to working in a busy environment

Adaptability, flexibility and ability to cope with uncertainty and change

Commitment to continuing professional development

Professional calm and efficient manner

Effective organiser

Demonstrate a strong desire to improve performance and make a difference by focusing on goals

Requirement to travel across North Tyneside
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