JOB DESCRIPTION AND SPECIFICATION

	Job Title
	Project Manager 
	Reports to
	Duty Manager

	Location:
	Office/Outreach/Hybrid
	Travel:
	May be required

	Salary:
	£30,000 - £32,000              
	Position: Type
	Full time Position: 32 hours over 4 days 



	HR Contact:
	
	Closing Date:
	1st September 2023

	ORGANISATION CONTEXT
Here at Money Matters we are building an integrated and inclusive first-class organisation.  Our aim is to deliver a holistic financial inclusion service to our clients. 
We have various projects running at any one time with a number of advisors working across each project.  
The project manager’s main focus, working in tandem with the assistant and duty managers, will be to produce a best practice service for their relevant project.   The role will be split 50/50: with client facing and case checking making up 50% and overseeing the efficient running of the project as the other 50%.  The project manager will communicate effectively with internal and external parties to ensure full utilisation of all appointments and administration time available.  They will also provide feedback for the reporting requirements for their relevant project.  The project manager will also work closely with the relevant project advisors to ensure their continued development.  The project manager will also ensure that all aspects of the role adhere to the highest level required by Scottish National Standards for Information and Advice Providers.


	ROLE AND RESPONSIBILITIES



· Managing allocation of appointments for individual advisors
· Gathering information for contribution to funder reports
· Attending meetings with management and project team lead
· Highlighting at an early stage any issues with capacity to management
· Liaising with assistant and duty managers
· Ensuring consistency of standard of case work through Case Checking 
· Liaising with advisors to ensure that all relevant information is up-to-date and correct for timebound reporting requirements
· To ensure full utilisation of all appointments and in particular those appointment which have been cancelled or re-arranged
· Establishing and working through a measurable process for all leavers to ensure that historic work has been completed, signposted and handed over efficiently
· To communicate effectively with all parties.
· Provide ad hoc training on project specific matters


· To maintain accurate computer records in line with Money Matters procedures using AdvicePro case management system.
· Ensure GDPR legislation is upheld throughout all project records
· To actively participate in any training or activities to improve advice practices and business processes.
· To adhere to the policies and procedures of Money Matters.
· To perform any other related duties which may be required to produce an effective outcome in your day-to-day tasks and objectives.


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	WORK EXPERIENCE

	A thorough knowledge of the focus and desired outcomes of Money Matters projects
	Yes
	

	Ability to pro-actively manage the dual aspects of this role
	Yes
	

	Experience of case checking and highlighting specific issues for discussion with advisors
	Yes
	

	Pro-actively managing appointments to ensure full utilisation of advisor diaries and in particular cancelled and re-arranged appointments 
	Yes
	

	Experience of providing feedback in a constructive manner to foster confidence and efficiency
	
	Yes

	Experience of providing work shadowing or project specific training
	
	Yes

	Ability to oversee all information contained within AdvicePro to ensure that it is complete and accurate. 
	Yes
	

	Ability to disseminate information from AdvicePro and/or reports to discuss at internal and external meetings
	Yes
	




	SKILLS AND ABILITIES 

	Excellent literacy and numeracy skills
	Yes
	

	A knowledge of relevant IT systems and practice
	Yes
	

	Experience of using AdvicePro
	Yes
	

	Ability to document clear and accurate case notes
	Yes
	

	Ability to pro-actively manage caseload
	Yes
	

	Ability to review a case study 
	Yes
	

	PERSONAL QUALITIES

	Ability to work alone
	Yes
	

	Ability to work in a collaborative manner
	Yes
	

	Excellent communication skills
	Yes
	

	Ability to pro-actively manage workload and to adapt in line with changing priorities 
	Yes
	

	Ability to adapt to and thrive in the pressures of the role
	Yes
	

	Ability to pro-actively keep knowledge and skills up to date
	Yes
	

	ADDITIONAL JOB REQUIREMENTS

	Driving license & own car 
	
	Yes

	Flexibility/some evening work may be required
	Yes
	






