MORAY COUNCIL
JOB DESCRIPTION
	(1) JOB IDENTITY

	
POST TITLE:
	
Levelling-Up Fund Senior Project Manager Programme and Partnerships (Elgin City Centre Regeneration)
	
DEPARTMENT:
	
Growth, Planning and Climate

	SECTION:
	Strategic Planning and Development
	LOCATION:
	Elgin HQ

	REPORT TO:
	Service Manager Strategic Planning and Development 
	
	

	GRADE:

	11
	POST NO:
	MOR12319



	(2)  JOB PURPOSE AND WAY OF WORKING

	
To lead on the project management of projects relating to Moray Council’s Levelling Up Fund project and associated work to support regeneration of Elgin City Centre in accordance with the project brief, key milestones and allocated budget. The post will focus on Programming and Partnership workstreams.




	(3)   MAJOR TASKS

	
3.1
	
Develop and implement a robust and comprehensive programme plan.


	3.2
	Develop and implement action plans arising from the overarching project plan.


	3.3
	Staff deployment and supervisory responsibilities.


	3.4
	Monitoring expenditure and liaising with the UK Government and relevant Boards.


	3.5
	Establish and maintain strong partnership and engagement working with both key internal and external contacts.  This may involve leading, organising and attending action plan meetings and workshops and community engagement events.


	3.6
	Establish and maintain a Monitoring and Evaluation Plan and input to a Community Wealth Building Plan.



	3.7
	Corporate reporting to relevant Boards including chairing and providing progress reports.



	(4)  REPORTING RELATIONSHIPS    This job is indicated by *

	Strategic Planning and Development Manager
                                     |
                 Senior Project Manager (Programme and Partnerships)
                                      |
                         Project Officer (0.6FTE)










	(5)            MAJOR TASKS

	
5.1
	
Develop and implement a robust and comprehensive project plan.


	5.1.1
	To develop in discussion with the Strategic Planning and Development Manager, the overall development and implementation project plan and to ensure the Plan is cost effective, timeous and efficient.


	5.1.2
	To prepare financial plans for the projects, and for securing funding.


	5.1.3
	To assist the Strategic Planning and Development Manager to co-ordinate the various projects and compiling of reports.


	5.1.4
	To deliver the Investment Plan


	5.1.5
	To work with the Communications officer to ensure good communication and stakeholder engagement throughout the programme.


	5.1.6
	To participate in stakeholder engagement events.


	
	

	5.2
	Develop and implement action plans arising from the overarching project plan.


	5.2.1
	Contribute to the setting of the overall objectives of the project and identify the main milestones to be achieved in the appropriate timeframe.


	5.2.2
	Identify the timescales, budgetary limits and resources required to complete the project and procure them.


	5.2.3
	Liaise with the Communications Team in actively promoting the project and providing updated information to the relevant stakeholders.


	5.2.4
	Ensure clear and accurate project records are maintained to meet audit requirements.


	
	

	5.3
	Staff deployment and supervisory responsibilities.


	5.3.1
	Develop the project team’s strategic objectives and service plans.


	5.3.2
	Manage the project officer activities by setting their roles, objectives of the project, and provide them with milestones for activities to be achieved by, and monitor regularly.


	5.3.3
	Provide support and guidance to the project officer, as required, to support the delivery of the project to time and budget.

	
	

	5.4
	Budgetary responsibilities including sourcing and preparing funding bids as appropriate and monitoring expenditure.


	5.4.1
	Monitor, review and report to the Head of Service, partners and the UK Government of actual expenditure against allocated budget.


	5.4.2
	Ensure all financial records are maintained to meet audit requirements.

	
	

	5.5
	Establish and build links with both key internal and external contacts.  This may involve leading, organising and attending action plan meetings and workshops and community engagement events.

	5.5.1
	Report and provide relevant documentation to the appropriate. Project Board/council committees as necessary and liaise with Elgin Town Board Project Manager.


	5.5.2
	Work collaboratively across the Council and with other relevant stakeholders to achieve the project outcomes. 


	5.5.3
	To prepare partnership agreements, Heads of Terms and ensure Subsidy Control requirements are met.


	
	

	5.6
	Establish and maintain a Monitoring and Evaluation Plan and input to a Community Wealth Building Plan.


	5.6.1
	Establish a Monitoring and Evaluation Plan, gather baseline data and maintain data for key indicator performance reporting.


	5.6.2
	Work with the Community Wealth Building Officer to develop a Community Wealth Building Plan to maximise local benefits.

	
	

	The above is intended to provide a clear but concise statement of the MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.





MORAY COUNCIL
PERSON SPECIFICATION
	Post:
	Senior Project Manager Programme and Partnerships

	Department:
	Growth, Planning and Climate

	Date Specification Completed:
	17 June 2026

	Prepared by:
	Eily Webster




	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience

	Proven experience in working on complex projects including European and/or Government funded projects

Proven experience of analysing complex information in order to identify opportunities for improvements

Proven experience in leading and motivating a team to the completion of a project

Proven experience of managing budgets

Proven experience of staff supervision

Proven experience of working in partnerships to deliver quality outcomes

Proven experience of managing a complex programme of projects

Proven experience of preparing and working within partnership agreements

Proven experience of developing and reporting performance indicators

Proven knowledge of subsidy control issues.
	Experience of working in a Local Authority 

Experience in Construction Management




	(2) Education & qualifications*

	Degree or equivalent in a related subject or the ability to demonstrate the equivalent relevant work experience

Thorough understanding of relevant national and local policies and strategies relating to economic growth, town centre regeneration and levelling up.
	Project management certification such as Prince 2 or similar project management qualification

Training in other improvement methodologies



	(3) Skills/abilities (general)

	Self-confident, self-motivated and able to work independently

Appreciation, acceptance of and a commitment to the importance of confidentiality

Excellent time management and proven track record of meeting tight deadlines

Ability to use Microsoft Office inc. Word, Excel and Access or equivalent
	

	(4) Skills/abilities specific to post*

	Ability to prepare detailed reports and project/budget plans

Demonstrable critical analysis skills

Highly developed partnership, advocacy, oral and written skills that are persuasive and influential with others

You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray this is normally undertaken by use of a car

	Ability to deliver presentations to stakeholders



	(5) Inter-personal & social skills

	Strong communication skills with ability to engage with colleagues, partners and the public to build productive relationships with key stakeholders.
	

	(6) Working environment & physical demands

	Appreciation, acceptance and commitment to the importance of confidentiality

Ability to work flexibly to meet the needs and demands of the service

Ability to work in an open plan office
Ability to work in different offices dependent on service requirements
	



* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?					YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	YES/NO
Satisfactory pre-employment medical screening required?				YES/NO







