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Job Description

Post Title:
Project Manager
Organisation:
IBID Communications
Unit:
Corporate

Reporting to:
Project Executive & Project Board
Type of Appointment:
Full Time Employee / Contract
Duration:
Permanent (pending performance)

Duty Station:
Sydney, Australia (with travel to global destinations)

Starting Date:
20 April, 2007

No. of Positions:
1

Paragraph about the organisation …
Paragraph about chain of command - IBID’s business is conducted by its employees, managers and officers, under the direction of senior management and led by the CEO. In implementing the project, the Project Manager is accountable to the Project Executive who reports to the Board of Directors (BOD) and ultimately to shareholders.  

The Project Manager’s primary responsibilities include the day-to-day operation of the project, strategic planning, budgeting, financial reporting and risk management; and in fulfilling those responsibilities, management must balance the unique relationships between and among the projects employees, suppliers and customers.

Standards of Performance

· Key performance metrics …
· A strong commitment to the customer, the project team and other members of the firm.  A professional dependable attitude that is operated toward making and keeping customers and a cooperative and positive spirit in working with other team members.  

· A high level of customer satisfaction.

· A high level of Project Board member satisfaction.

Duties and Responsibilities

The Project Manager will be responsible for the management of the entire project operation. The Project Manager will also be intimately involved in [stakeholder] relations. The Project Manager will be fully accountable to the Project Executive and will be responsible, in consultation with key stakeholders, for the following:

PRINCE 2 Requirements

· Manage the production of the required products

· Direct and motivate the project team

· Plan and monitor the project

· Agree any delegation and use of Project Assurance roles required by the Project Board

· Produce the Project Initiation Document

· Prepare Project, Stage and, if necessary, Exception Plans in conjunction with Team Managers and appointed Project Assurance roles and agree them with the Project Board

· Manage the risks, including the development of contingency plans

· Liaise with programme management if the project is part of a programme

· Liaise with programme management or related projects to ensure that work is neither overlooked nor duplicated

· Take responsibility for overall progress and use of resources and initiate corrective action where necessary

· Be responsible for change control and any required configuration management

· Prepare and report to the Project Board through Highlight Reports and End Stage Reports

· Liaise with the Project Board or its appointed Project Assurance roles to assure the overall direction and integrity of the project

· Agree technical and quality strategy with appropriate members of the Project Board

· Prepare the Lessons Learned Report

· Prepare any Follow-on Action Recommendations required

· Prepare the End Project Report

· Identify and obtain any support and advice required for the management, planning and control of the project

· Be responsible for project administration

· Liaise with any suppliers or account managers

· May also perform Team Manager and Project Support roles.

Other Requirements
· Development and implementation of a Project Management Office (PMO)

· Recruiting an appropriate team of professionals
· Managing high level relationships with [stakeholders] involved in the implementation of the project
· Manage administrative, project support and operational functions including but not limited to administration, finance, procurement and HR operations

· Technical oversight of 

· Review existing practices and make recommendations

· Perform such other related duties as may be assigned by the Project Executive.
Experience and Education

· Tertiary education, in a business or project related field of study is required.
· Professional certification in project management is required

· Formal education in project management is required
· Experience in [Industry Name] is required

· Experience in working directly with strategic and executive levels of management is required

· Experience in planning, establishing and managing large scale projects in tight frameworks for implementation is required
· Minimum 10 years progressive project delivery experience culminating in a project or programme management role
Knowledge of:
· Experience with [Org Name] policies and procedures is highly preferable but not required

· Experience with [Client Org Name] policies and procedures is preferable but not required
· Experience with [Head Supplier Org Name] policies and procedures is preferable but not required
· Experience in [Country] is preferable but not required

Skills in:
· PRINCE2 Practitioner certification is required

· PMBoK methodology is required

· Team management and skills development are required

· Advanced computer operations and office software is required
· Fluency in verbal and written English is required

· Knowledge of / Fluency in [language] is desirable but not required

Other Considerations:

· The successful candidate will be a high impact, dynamic, and visionary leader, with a record of achieving results individually and through others; an intelligent, strategic thinker with proven ability to achieve plans
· Seasoned management professional with strong project management and business acumen.  Prior project management experience with financial responsibility in excess of USD $5 million
· Hands-on performer—willing and capable of building a successful project team 

· Excellent communication skills, with the capability of articulating the project’s strategic goals into sound operating project  plans and processes, and the charisma necessary to effectively focus and motivate employees
· Experience supporting teams in a complex multi-national, multi-cultural environment is required.

· Personal interest, commitment, efficiency, flexibility and willingness to work in a highly motivated team of professionals are required.

· Ability to adapt to difficult working environment, work under time and resource pressure is required.
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