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	Responsibility for End Results

	Purpose
L&Q’s Fire and Building Safety Department are required to handle complex tasks, which include project management support to the technical review programme of our entire property portfolio, as defined by the L&Q Strategy for Cladding Inspections / External Wall Systems (EWS) Internal compartmentation inspections and remediation handover, and all associated tasks and activities. Projects of this nature have a defined impact on L&Q such as economic, reputational, political, technically complex and / or financial, including funding from Homes England.

	Key Responsibilities / Deliverables:

	Main Accountabilities:  List the major activities or functions necessary to achieve the job’s end results.  The percentage of time spent on each of these should add up to 100%. 
	Time
(%)

	1. Leadership and management including customer service/ values
· Chair review meetings with stakeholders as appropriate 
· Lead the team to proactively manage actions contacting and chasing stakeholder teams as necessary to achieve objectives.

	10

	2. Strategy/ achieving objectives
· To ensure L&Q maintain adherence and compliance with its External Wall Remediation programme and its obligations in specific matters of building safety management. 
· The Project Manager role is intended to facilitate better performance oversight for the Group in its operational activities   

	5

	3. General requirements
· Manage complex internal and external projects, utilising strong project management skills and a detailed knowledge of building construction, safety and compliance
· Identify matters that require escalation and provide reports to the project team on progress 
· Prepare minutes and action plans as necessary for issue to all stakeholders. Complete additional site-specific Management Plans in consultation with stakeholders as necessary 
· Responsible for monitoring remedial actions, working with team coordinators take responsibility for collating, issuing and monitoring remedial works issued to stakeholder teams in response to fire precaution matters 
· Provide regular reports on performance and escalate any matters of concern in terms of adherence with required time scales for completion. 
· Have advanced knowledge of reporting tools, specifically Excel or powerBi utilising its functionality for reporting, NROSH
· Carry out duties in accordance with customer care policies and promote excellent customer care
· Critically challenge advice, reports and specifications to ensure long term value for money
· Manage complex projects with multiple stakeholders utilising strong project management skills
· Use knowledge of all constructions types to deliver projects
· Work with consultants to undertake detailed building surveys and prepare reports accordingly for presentation to stakeholders
· Manage consultants/surveyors returns to ensure works are completed on time, on budget and to an excellent quality standard
· Assess survey findings for latent defects and prepare reports, advice and claims accordingly
· Work with legal team/ Development Team to raise possible claims against the NHBC/developers/main contractors/3rd parties. 
· Refer projects for remediation to the relevant teams, using set criteria and handover methods
· Comply with the Trust’s standing orders, policies and guidance notes


Pre-commencement of Intrusive EWS Inspection and Delivery Programme: 
· Address internal and external requests for the design information such as: Construction drawings / Fire strategy at the time of construction / Developer details / Information about materials used, e.g. manufacturer / tests / supply chain 
· Work with development and legal teams to identify cost recovery and liability recourse for individual proiects. Develop reporting capability for this at programme level 
· Work with all stakeholders to manage funding programmes from Homes England. 

During delivery of Intrusive EWS Inspection and remediation Programme:
· Support consultants by acting as the point of liaison with other L&Q teams and systems 
· Respond to internal and external queries on a range of matters, such as cladding types, inspection dates and any other information related to the project
· Where required, refer blocks under warranty to Development or L&Q Aftercare Team for further action 
· Escalate areas of concerns to the Technical Manager – Building Safety 
· Assist with preparing responses to queries raised on EWS1 form outcomes
· Where required assist with data inputting to all relevant internal and external systems

	40


	4. Working with others – internal
Promote project team working with all relevant internal stakeholders that may include Finance, governance and exec forums, Major Works and Investment team, Housing Services, Direct Maintenance, other Technical Services Teams, Fire Risk Assessors, Health & Safety, Leasehold Management, Revenue & Service Charges Teams, L&Q Living, Data Quality, BIM, In-House Legal, Procurement Team. 
	10

	5. Working with others – external
Promote project team working with all relevant external stakeholders that may include Residents (including Leaseholders), Planning, Building Control, Fire & Rescue Service, NHBC, central government and regulatory bodies NROSH, Homes England, Legal advisors, Contractors, Sub Contractors, Operatives, Loss Adjusters, Consultants (Building Surveyors, Quantity Surveyors, Principal Designers, Designers, Structural Engineers, Fire Engineers, Façade Engineers, Contract Administrators, Clerk of Works), and external Project Managers

	10

	6. Budgetary responsibility
· Monitor / manage project budgets, accountability for all budget matters
· Prepare financial statements; identify spend against budgets
· Prepare cashflow forecasts for all projects; review and update monthly
· Prepare detailed reports for any budget deviances to clearly justify and record variations in spend and record on the project management finance plan

	5

	7. Compliance
· Ensure Health & Safety regulatory and governance compliance for all areas under the job holder’s control
· Report on all Health & Safety requirements and liaise with Corporate Health & Safety Team
· Actively promote Health & Safety in all areas of the job holder’s role
· Ensure compliance with the Control of Asbestos Regulations together with L&Qs Asbestos Policy
· Ensure compliance with CDM Regulations; ensure all duty holders are discharging their duties
· Ensure that the Trust discharges it’s duties under the CDM Regulations; ensure that Pre Construction Information is prepared for all projects and is issued to relevant stakeholders
· Ensure that Construction Phase Plans are prepared by delivery teams
· Ensure that delivery teams prepare tender documentation in accordance with L&Q Standing Orders
· Where required, carry out pre-tender qualification reviews
· In conjunction with the L&Q Procurement Team, ensure compliance with the Public Procurement Regulations
· Where required, evaluate tender submissions and prepare tender reports
· Carry out Contract Administration to include but not limited to issuing notices & certificates, carrying out valuations, monitoring site works, reviewing applications for an extension of time, issuing instructions
· Chair initial, pre-contract and post contract progress meetings; prepare detailed minutes for every meeting and issue to all attendees in a timely manner
· Agree defects reporting procedures; compile defects list for action; ensure all defects are rectified
· Inspect works regularly; prepare detailed site inspection reports for issue to stakeholders
· Manage consultant appointments, ensure KPIs are recorded and met, hold review meetings with consultants; maintain financial control
· Prepare and submit Planning and Building Control applications

	5

	8. Records and systems
· Maintain the relevant Trust records, and systems providing accurate reports on the service, complaints and contractor performance
· Ensure all projects are delivered in accordance with policies, procedures and standing orders
· Ensure compliance with L&Q procedures 

	10

	9. Risks
· Manage risks associated with areas under the job holder's control
· Ensure that effective controls are in place to highlight and limit risk. Contribute to the identification of risks as part of the project planning process ensuring adequate mitigation and control measure are implemented
· Maintain and update the project risk register

	5


	Financial Responsibility: 
Enter below any revenue, operating or capital budgets for which the role is accountable.
· Project defined – ability to monitor project budget between £25k – £10m


	People Responsibility: 
Indicate below the number of employees for which the role has supervisory / management responsibility.  (If the number varies, indicate an average or a range).
	Direct Reports
	Indirect Reports

	Total Employees 
	1
	0

	Please list below any outsourced service providers that are managed by the role (e.g. payroll), or any functional / project management responsibilities.
· Contractors and Consultants


	
Technical Knowledge / Skills 

	List of technical knowledge/ skills required to successfully perform the job role; including professional qualifications


	
Essential knowledge and skills

· Excellent project management skills and / or experience
· Ability to analyse, interpret and deliver detailed information including report writing skills
· Ability to use the full suite of Microsoft Office package including advanced Excel
· Strong organisation skills with high levels of prioritisation and planning ability
· Ability to present information to a diverse internal or external audience, including delivering formal presentations
· Experience of monitoring financial budgets, including project budgetary control and forecasting and preparing accrual reports
· Have advanced knowledge of reporting tools, specifically Excel or powerBi utilising its functionality for reporting. 


	
Desirable knowledge and skills

· Experience in managing contactors and consultants. Evidence of leading complex Building projects
· Knowledge in H&S legislation and the application of CDM Regulations
· Excellent knowledge of a wide range of construction methods
· Knowledge of Working and Inspecting at Heights beneficial
· Good detailed experience in the Construction industry
· Good understanding and practical application of fire safety legislation and guidance


	L&Q Values


	At L&Q our values are:

	We step up

We take the right action to achieve our purpose:

· I help my colleagues get the job done well
· I prioritise tasks that will make the biggest difference
· I learn from what’s gone before


	

	We see things through

We take ownership to get to the best solutions for all residents and customers:

· I use processes to deliver reliable, repeatable and consistent services
· I make the most of the expertise we have
· I share what I’m doing with others


	

	We support each other

We do it with care to make things better for everyone:

· I speak up to champion our culture
· I ensure people are heard and valued
· I give and ask for feedback so we can all improve


	Other 

	We commit to supporting L&Q's environmental policy and social mission
We comply with all L&Q Health and Safety policies and procedures and commit to working towards best practice in the control of health and safety risks
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