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JOB TITLE:  	Digital Telecare - Project Manager
Accountable to:	Digital Telecare Programme Manager
Grade / Salary: 	SCP 16 - 20    £45,676 to £50,028
Hours:  		36 hours weekly.   COSLA operates a flexitime system.
Location:  		Home-based. (with some travel throughout Scotland)
Duration:  	This post is offered on a fixed term basis until the end of March 2027 due to being grant-funded.   

Summary of Role
The Digital Office for Scottish Local Government supports councils to deliver digital transformation through collaboration, shared assurance and national programmes. It connects councils, COSLA and the Scottish Government to deliver “Once for Scotland” approaches, providing leadership on digital strategy, programme delivery, data, cyber resilience and service transformation.

The Digital Telecare Portfolio (led by the Digital Office in partnership with the Scottish Government and COSLA) supports the national transition of telecare services in Scotland from analogue to fully digital systems ahead of the digital switchover. It works with local authorities, Housing Providers, and Health and Social Care partners, and brings together programmes such as the Analogue-to-Digital transition, the Shared Alarm Receiving Centre (ARC), data and benchmarking, and housing-focused support.

Throughout the duration of the programme, the portfolio of work has steadily expanded, and the Digital Telecare team is now seeking to recruit a Project Manager to the team.

As Project Manager, you will play a key role in the team, leading and delivering projects that support this vital national change programme. You will plan and coordinate work to design, produce and deliver key products, and will work closely with colleagues across the Digital Office and with external partners including Telecare Service Providers, Industry Partners, local authorities, Housing Providers, the Scottish Government, COSLA and key agencies.
Principal Accountabilities
1. Facilitate and contribute to the design, production and delivery of a range of products (i.e. guidance documents, templates and reports) for local authorities and housing to support them in their transformational journey.
2. Implement and maintain high quality project management and planning procedures to ensure all Projects under the remit of Digital Telecare are effectively controlled and delivered to achieve the expected benefits.
3. Establish and maintain effective working relationships with both internal and external stakeholders, to ensure full communication and co-operation with each Project stakeholder to provide the highest level of project management support and deliver expected outcomes. 
4. Utilise business analysis and/or service design skills and techniques to assist  local authorities and housing in mapping service requirements, options analysis, and evaluation of potential technical solutions.
5. [bookmark: _Int_Eoo8WnKl]To maintain an awareness of both national and local developments and initiatives undertaken or proposed which may have an effect on any of the Projects under the remit of Digital Telecare and take steps to manage the impact.
6. [bookmark: _Int_uzJucv3q]Gain an in-depth understanding of the business operations, goals and requirements of technology in order to assist in evaluating and identifying solutions which further support individual local authorities and housing associations.
7. [bookmark: _Int_kdLAySWq]Provide management information, analysis, and reports. e.g. proposals, terms of reference, options appraisals, evaluations, post-implementation reviews, project board papers, highlight, end stage, exception reports in order to maintain regular and effective communications within the Digital Office environment.
8. Maintain awareness of current and future legislation, local and national policies and ensure that projects are compliant, giving assurance to the projects’ stakeholders.
9. Manage risk and issues including registering risks on the risk register when appropriate.
10. Apply quality management processes to ensure that the project outputs are fit for purpose.
11. Monitor and collect information on progress and utilisation of resources.  Examine on a regular basis the internal causes of delays in meeting planned project targets and work to resolve the obstacles identified with other professionals. 
This list is indicative and not intended to be an exhaustive record, other tasks may be assigned to support Digital Telecare or the wider Digital Office as need arises. 

General Accountabilities
1. You will work co-operatively within and across teams, as required, taking responsibility for the development of projects arising from your work.
2. [bookmark: _Int_WAxpLaaN]You will act as an ambassador for the Digital Telecare Programme, Digital Office for Scottish Local Government and COSLA, upholding the good name and reputation of your employer and Local Government at all times.
3. You will provide excellent customer service to local authority and housing colleagues, partners, and stakeholders. 
4. You are expected to:
· Behave in a consistent, fair and inclusive manner;
· Promote team working in an open and communicative environment;
· Support and encourage other team members.
5. You will undertake any other duties consistent with your position as a member of staff in the organisation. 
6. You will abide by staff policies in the conduct of your everyday business with COSLA.


DIGITAL TELECARE – PROJECT MANAGER - PERSON SPECIFICATION
[bookmark: _Hlk11363132]QUALIFICATIONS
Essential
· Educated to degree level or equivalent relevant experience
Desirable
· Project management or business analysis qualification e.g. AGILE, PRINCE 2 
EXPERIENCE
Essential
· Experience in a project role
· Experience of gathering, analysing and prioritising information and data 
· Experience of working in a virtual team using digital collaboration tool
Desirable
· Experience in a data role
· Experience delivering digital transformation projects
· Experience in working in a public sector environment
· An awareness of the issues, policies and legislation relating to digital health and social care.
ATTRIBUTES
Essential
· Use of project management methodologies such as Agile.
· Excellent interpersonal skills and ability to apply diplomatic and tactful approach in a manner appropriate to the situation when dealing with key stakeholders 
· Ability to work to own initiative and prioritise workload within challenging timescales 

Desirable
· Ability to facilitate and guide project teams in working together to produce communal products

SKILLS AND ABILITIES APPLICABLE TO POST
Essential
· Verbal/written communication skills
· Public speaking
· Able to work on own initiative
· Development of interagency partnership/networks
· Negotiation and influencing skills
· Considerable IT expertise, including, Word, Excel, Powerpoint, Teams
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