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Principal Project Manager (IM&T)
Job Description - Template
Job Details

Job Title:
Principal Project Manager (IM&T)
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Principal Project Manager will provide project management support and direct project management to a portfolio of projects within the organisation.  These projects are identified as part of the organisation’s annual development plan.  This role includes the provision of strategic guidance and the support of service modernisation through the implementation of technology.
The Principal Project Manager will also produce plans, documentation and guidance for project teams throughout the project lifecycle, ensuring all organisational procedures are adhered to, objectives are identified and met, and benefits are realised from the implementation of new or existing technology.
Key Tasks
Strategy

Understand and promote the strategic direction for IM&T within the organisation and the national strategic agenda for IM&T. This will include:
· Keeping up to date with the national implementation programme for the organisation and its impact on local developments
· Contributing to the development of the organisation’s annual IM&T Development Plan including setting the strategic direction within the organisation
· Translating IM&T strategy into developments, ensuring relevant projects and work streams are established to deliver the strategic objectives
· Keeping up to date with the organisation’s strategic objectives, identifying opportunities for the introduction of new technology to transform working practices by using this knowledge to inform the scope and direction of projects
· Represent the Department by actively participating in organisational wide Committees and Groups
Service Improvement/Change Management

Lead on service development by:
· Working in conjunction with working groups and clinical leads to propose changes to modernise services and improve departmental performance in line with service policy and delivery targets
· Ensuring that all aspects of the project are communicated effectively and appropriately to all relevant stakeholders
· Keeping abreast of organisational projects and ensuring that strong links are made to related initiatives
Programme Management

Oversee a programme of projects, as identified in organisational development plans, to provide expert project management and systems development advice and guidance to the programme.

Project Management
Project manage (PRINCE2) a programme of projects, as identified in the annual development plans.
This will include responsibilities in the following areas throughout the project lifecycle:
a)   
Start up phase

· Identify project management roles i.e. project manager, project support, project management advisor, Systems/Business Analyst)
· Identify project approach (formal or informal route) 

· Clarify project mandate 

· Development of business case (if appropriate), including option appraisal and preferred option, full project costs, high level benefits, resource plan etc
· Identify and understand procurement process to be followed (if appropriate) 

b)
Initiation phase

· Establish project structure in liaison with key stakeholders (including internal and external partners and suppliers) where appropriate
· Carry out project management awareness sessions for project team members (where appropriate)

· Facilitate project ‘brainstorming’ sessions to identify project objectives and scope

· Facilitate benefits identification sessions and benefits realisation planning sessions 

· Facilitate planning sessions to develop overall project plan and detailed stage plan
· Develop project initiation document in line with agreed template for PID production
· Identify project costs, timescales, resources, risks etc 

· Produce project Gantt charts using project planning software

· Set up electronic filing and configuration management system for the project
· Organise Project Board meeting and present project initiation document for approval

c)
Managing and controlling stages
· Motivate and lead project teams and task teams (where appropriate)

· Manage stage plans and work of teams via regular focussed checkpoint meetings

· Use the project structure to escalate major deviations from the plan (on costs, timescales or resources) or any project issues, in order to highlight problems and suggest resolutions at the earliest opportunity  

· Produce highlight reports for the Project Board 

· Produce stage report and plans for next stage 

· Review impact of progress on overall project plan and continued strategic fit

· Manage project resources – costs and resources, effectively

d)
Project Closure
· Produce project closure report and benefits realisation report

· Produce post implementation review plans and documents if appropriate 

e)   
Post implementation review
· Ensure review is carried out and documented 

· Produce report for submission to Project Board. 

Systems Analysis

In line with organisational plans study and assess the overall business and information requirements of the organisation, in order to develop solutions to improve healthcare processes and provide clinical benefit. This will involve working closely with Managers, Clinicians and other staff groups to:
· Identify business needs

· Evaluate procedures/problems

· Decompose processes 

· Facilitate process mapping sessions

· Prepare graphical representations of process e.g. Process maps/decision trees

· Prepare high level systems specification

The outcome of the Systems Analysis is to identify the preferred solution which could involve:
· Designing new computer information systems 

· Modifying existing systems to improve workflow 

· Expanding existing systems to serve new purposes

· Preparing Output based specification for Procurement of software solution.

Project Support Office procedures

· Play a key role in the development and production of the ‘project management approach’ for the Department
· Assist in the production and review of project management processes, templates, documents, training materials and presentations 

· Produce and review project management information on the Project Support Office Intranet site ensuring the content is up to date and relevant
· Adhere to electronic filing structures and contribute to the establishment and review of standards for the use of electronic filing

· Produce project update reports
· Continually seek innovative ways of using technology to support working practices and streamline processes within the organisation
· Ensure effective communications are maintained across the project teams
Directorate management

· As a senior member of the management team, contribute to a seamless response to the needs of the organisation and its Directors, maintaining a professional approach and leading by example at all times
· Motivate and lead the Project Team ensuring that work is allocated appropriately to team members

· Manage and develop staff where required ensuring that staff undergo an IPR annually and that personal development plans are devised
· Provide guidance and monitor the performance of staff against agreed objectives
· Participate in appointing staff where necessary, ensuring the procedures identified in organisational policy are adhered to
· Identify and report potential risks for inclusion onto the Risk register
· Participate in relevant forums in order to update staff on any project issues/progress
Continuing Professional Development

· Keep skills up to date and relevant in order to carry out appropriate tasks in the areas of project management, informatics and desktop applications
· Use available resources to keep abreast of IM&T topics (Intranet, internet, reading materials, conferences) 

· Develop a personal development plan annually as part of the Individual Performance Review process
· Keep up to date with health and safety legislation and identify and report on hazards /incidents within the workplace

· Keep up to date with legislation in relation to data protection, Caldicott principles, confidentiality, Human Rights Act, Freedom of Information Act etc and the latest E-policies
General

Performance Reviews/Performance Obligation

The post holder will be expected to participate in the organisation’s Individual Performance Review process to ensure continued professional development.

Job Limitations

At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their manager/supervisor/consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

Confidentiality

In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

Risk Management

The organisation is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the organisation’s Risk Management Policy, Health and Safety Policy and other associated policies and to actively participate in this process, having responsibility for managing risks and reporting exceptions.

Records Management

The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the organisation in confidence (even after an employee has left the organisation).  They also have a duty to manage records in line with the organisation’s records management policy.  Included in these are records relating to patient health, finance, personnel and administrative functions, whether paper based or electronic.  All staff have a responsibility to consult their manager if they have any doubts about the correct management of the records with which they work.

Health and Safety

The post holder is required to cooperate with the organisation to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required.  All staff have a responsibility to access Occupational Health and other support in times of need and advice.

Job Description

This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.
Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	· Educated to degree level or equivalent experience

· Prince2 Accredited

· ECDL Qualified
 
	
	Application form and interview

	Personal qualities
	· Evidence of CPD education and training
· Self motivated and enthusiastic professional

· Completer/finisher
	
	Application form and interview

	Experience
	· Significant experience at a senior management level

· Previous significant experience of planning and managing a number of projects ranging in complexity and value

· Experience and knowledge of the IT procurement process including business case development
· Experience and understanding of change management approaches within the healthcare environment
· Demonstrable experience in Systems/Business Analysis within a Healthcare setting
· Experience and understanding of strategic information and IT issues within the healthcare environment
	
	Application form and interview

	Skills and abilities
	· Excellent verbal & written communication & presentation skills
· Ability to lead by example and motivate teams

· Competent in the use of MS Office applications and MS Project

· Team management skills

· Ability to analyse and assimilate information in order to determine options
	
	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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