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JOB DESCRIPTION
	JOB TITLE
	Projects Manager

	TEAM
	 Projects

	REPORTS TO
	Deputy Chief Executive

	POSTHOLDER
	TBC

	LOCATION
	Hybrid working - office based (York) with home working in line with business need.

	SALARY SCALE
	NJC Salary Point 27 - £38,220 (pro rata)

	WORKING HOURS
	Part time – 21 hours per week. Core working day – Tuesday.
2 Year Fixed Term Contract

	RESPONSIBLE FOR

	Overseeing the delivery of Community First Yorkshire projects including the Age Friendly Network, Bradford/North Yorkshire Men’s Sheds, Impact Together Hub, Nidderdale Community Led Housing, North Yorkshire Energy Collective, Rural Housing Enabler Programme and Village Green, with direct line management of 3 roles including Nidderdale Community Led Housing Officer, Climate Action Project Manager and Age Friendly Network Ambassador Co-ordinator. 

	JOB PURPOSE

	The Projects Manager provides strategic and operational leadership across a diverse portfolio of Community First Yorkshire projects delivered throughout North, South and West Yorkshire. The role ensures that all projects are delivered on time, within budget and to agreed quality criteria. They will also support the Chief Executive and other senior managers to develop new projects and services, secure funding, and manage the work as appropriate. 

This role will support the Chief Executive and Senior Management Team to contribute to organisational strategy and successfully manage the charity, our reputation and impact, championing a positive, collaborative working culture.


	MAIN RESPONSIBILITIES

	1. Lead the successful delivery of CFY projects, including planning, scheduling, monitoring, reporting, and evaluation, ensuring each project has a robust and up‑to‑date project plan, supported by stakeholder management and marketing/communications actions.
2. Manage project budgets, contractual requirements, funder reporting, and ensure compliance with all governance and quality standards including accurate and timely financial reporting, contract claims, and KPI monitoring.
3. Provide supportive and effective line management to the project team, encouraging professional growth, innovation, and shared learning.
4. Build and maintain excellent relationships with funders, partners, and stakeholders, modelling effective partnership working.
5. Represent Community First Yorkshire at contract meetings, lead large partnership meetings on projects where appropriate and attend external events, ensuring strong communication and clear action follow-ups.
6. Work with senior colleagues to identify emerging needs, develop new project ideas, and prepare evidence to support funding bids.
7. Maintain accurate records on the organisation’s CRM, ensure that the progress and performance of all projects are formally monitored against specific targets/milestones and collating contract claims and reports for the Chief Executive’s approval. This will include setting and delivering the project’s evaluation frameworks to ensure we are able to demonstrate outcomes and impact on all projects and providing regular progress updates to senior management and the Board.
8. Manage the development, implementation and delivery of new projects as appropriate, noting some may eventually move into other Community First Yorkshire teams.
9. Contribute to sustainability planning and legacy development for all projects.
10. Work closely with the VCSE Support team and other internal teams to share learning, coordinate activity, and enhance service delivery.
11. Support the Senior Management Team to develop strategic and operational plans and help ensure our team are content working for Community First Yorkshire, to allow us to provide an excellent service to our VCS and rural beneficiaries.
12. Work closely with our Impact and Communications team to ensure all projects have communication plans, information up to date on the website and that project staff are regularly contributing to bulletins, social media and other company communications. 
13. Promote project achievements and the wider work of Community First Yorkshire across networks, events and strategic forums.
14. Maintain a satisfactory level of understanding and information on related Community First Yorkshire products and services and to collaborate closely with the other managers to make relevant links across work streams.
15. Perform and ensure the discharge of administrative duties relevant to the post, including maintaining the CRM records where appropriate. 
16. Understand all processes and procedures in relation to the projects and to Community First Yorkshire in general.
17. Be aware of and implement health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. This may include site risk assessments etc. 
18. Promote equal opportunities (in terms of race, religion, gender, sexual orientation, disability and other forms of discrimination) through all aspects of work.
19. Undertake other duties which may, from time to time, be necessary to further the work of Community First Yorkshire.

	QUALIFICATIONS

	Essential 
Educated to A Level standard or equivalent.
Desirable
Project Management qualification or at least two years’ experience of using a specific project management methodology.
A qualification in community development, business support or similar.

	KNOWLEDGE, SKILLS AND EXPERIENCE

	Essential
	Assessment

	Minimum of two years’ experience of delivering complex projects with multi-partner arrangements.
	Application form

	Minimum of two years’ experience of line management. 
	Application form

	Strong funder, partner and stakeholder management skills and experience of maintaining excellent working relationships with a wide range of people and organisations. 
	Application form/interview

	Experience of developing and delivering against detailed project plans using project management methodology.
	Application form/interview

	Experience of successfully managing and monitoring budgets.
	Application form/interview

	Able to demonstrate a solutions-based approach to resolving project issues and delays.
	Application form/interview

	Excellent people skills and ability to form and maintain appropriate relationships with beneficiaries, colleagues, public sector employees and appropriate agencies across a large geographical region.
	Application form/interview

	Ability to write compelling and concise reports for internal and external use.
	Application form/interview

	9.           Self-motivated, organised, and able to work under own   initiative as well as within a team.
	Application form/interview

	10.	Diplomatic, articulate, enthusiastic, and extremely well organised. 	
	Application form/interview

	11.	Understanding of the full MS Office suite and high level of competency with Excel, Access and Word.
	Application form/interview

	DESIRABLE
	

	1. Experience of rural issues and rural delivery approaches for projects and services.
	Application form/interview

	1. Experience of community development work and the ability to engage community groups and volunteers to develop and deliver their own solutions to a local issue.
	Application form/interview

	OTHER

	Travel		The willingness and ability to travel across North, South and West Yorkshire is essential.
Flexible Working	The willingness and ability to work flexibly, including evening and weekend meetings as required. Able to work from home with access to Wi-Fi.
DBS Check	Not required for this role.
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