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Job Description and Person Specification 

Job Title: Head of Special Projects

Spinal Point Range: 28, 30, 32

Hours: 37.5 hours per week

Department:  Income Generation, Marketing and Communications

Location: St Michael’s Hospice, Bartestree or project-based locations within Herefordshire.

Reports to: Income Generation, Marketing and Communications Director 

Responsible for: 
Volunteers, partners and stakeholders involved in projects. Any direct reports brought in specifically in line with the delivery of a project.

Financial Responsibilities:
· Income budget dependent on identified projects, circa £1 million
· Expenditure budget (exc salaries) of in excess of £300,000 dependent on projects.

Job Purpose: 
To develop and deliver major new and extraordinary projects as identified by the Director which require significant investment and resource. To support the growth and diversification of income for the hospice, ensuring innovation and efficiency are prioritised. To independently project manage new commercial opportunities, including effective scoping out and planning, delivery and evaluation, to minimise risk and maximise reward for the hospice. 

Across all projects, engage with and maximise the skills of wider team members and partners to seek out every opportunity and ensure high standards and legal compliance for every project. Primary objectives are to grow net income and build strong relationships with stakeholders for the future.  








Responsibility Areas

Strategy
To plan and deliver major new commercial projects, making sure robust operational processes are in place for those involved in the ongoing delivery. Projects will engage external stakeholders, build significant income and extend reach. Projects will be sizeable, often delivered across multiple financial years, with the aim of attracting interest from Herefordshire and beyond.

Leadership
· Lead on the planning, implementation and evaluation of major projects.
· Contribute to long-term strategy planning.
· Lead and inspire all partners, stakeholders, volunteers and colleagues to ensure effective project delivery.
· Attend appropriate leadership meetings.
· Work with the marketing and communications team to ensure a clear marketing plan is in place for all relevant initiatives or projects.
· Ensure any  fundraising is carried out in line with the Fundraising Regulator’s code of practice and any retail initiatives in line with Trading Standards and any other regulatory or legal requirements. 
· Represent SMH at a range of events and meetings, speaking publicly as required and making a clear case for support. 
· Build efficient and effective working relationships within and across teams at all levels, integrating income generation into the culture and activities of everyone at St Michael’s Hospice.
· Contribute to organisational effectiveness through positive team-working, adhering to and modelling the St Michael’s Hospice values within the team and externally to supporters.
· Present new opportunities and innovations to the Director for maximising profit and collaborative working.

Management
· For any persons line-managed under this role, agree personal objectives, learning and development plans, review performance and deal with any issues in line with SMH policies and procedures and hospice values.
· Ensure wellbeing and job satisfaction for all those involved in projects.
· Create a positive experience for partners and stakeholders managed and involved in projects
· Set metrics and agreed outcomes for each project measure performance, keeping close tabs on any variances from the KPIs set, remedying any shortfalls, and proposing remedial activity to ensure goals and budgets are achieved.
· Identify and build long term relationships across the community.

Operational Delivery
· Write effective project plans and content for all projects
· To lead project teams and work collaboratively
· Manage logistics, including complex multi-site operational activities.
· Formulate SMART objectives and budgets for each project.
· Ensure effective and proactive relationship management 
· Develop a pipeline of potential new supporters to engage in identified projects. Produce proposals and win new supporters by pitching and presenting inspiring and engaging ways of supporting SMH.
· Work collaboratively with the Marketing and Communications team to ensure delivery of a co-ordinated, cohesive and a well-managed calendar of activity, to ensure marketing across a range of online and offline channels.
· Work with the Supporter Care and Insights Manager to ensure accurate data provision and recording of all activities on the CRM.
· To build good rapport and relations with supporters, suppliers and customers are 
· Working with the Head of Fundraising, to ensure the delivery of safe, high-quality events to time and budget, ensuring event plans are presented to the Director as per agreed timelines and Health and Safety is agreed with the Head of Facilities.
· Identify potential risks for each SMH project, event or campaign, and put in place a strategy to address these, working with the Head of Facilities who acts as the Health and Safety Officer for the Hospice.
· Ensure volunteers are supervised, supported and nurtured. Increasing at all times opportunities for volunteers to be utilised.
· Keep up to date with new developments in the sector including legal requirements, GDPR, codes of conduct, best practice, guidance and regulatory requirements. Leading on any updates required to the team or amendments to policies or practices.

Planning
· Develop appropriate plans and budgets in support of each project.
· Ensure project and event plans are presented and agreed with the Director, in line with deadlines.
· Prepare reports as required for SMT/OMT meetings and IGMC committee meetings.
· Ensure risk assessments and health and safety are prioritised for every activity.
· Achieve agreed income and expenditure targets, monitoring and forecasting on a regular basis and taking remedial action when necessary.
· Provide monthly reports to the Income Generation, Marketing and Communications Director
· Be responsible for the planning process, setting up, clearing away, storage and maintenance of all Hospice managed events in line with identified projects.
· To work collaboratively with other colleagues in Income Generation to pass on potential leads.

Person Specification

1) Specialist knowledge and experience

Essential
· Proven track record of delivering successful commercial projects with six figure budgets 
· Significant project management skills 
· Experience of building new processes and embracing new IT systems
· Good knowledge of marketing and communications, including websites, social media and press coverage.
· Experience of working in a public facing environment with constantly changing demands.
· Experience of designing and managing large-scale public events from planning to implementation, including the co-ordination of relevant legislative and Health and Safety compliance.
· Experience of co-ordinating, overseeing and motivating teams to deliver a project. 
· Significant staff management experience 
· Experience of setting and managing budgets.
· Experience of managing complex logistics operations.
· Experience of building effective relationships, both with individuals and companies.  Strong interpersonal and relationship building skills.
· Experience of utilising varied IT platforms and CRMs
· Educated at degree level or equivalent experience.
· Be in possession of a full UK driving licence, be over 21 and have held a full licence for 12 months.

Desirable
· Experience of working in the voluntary sector
· Experience of training others
· Previous work with volunteers
· Knowledge of charity law
· Familiarity with a CRM Database
· Knowledge of the local area and community 


2) Skills and behaviours

· Leadership Motivates and empowers others in order to reach organisational goals.
· Planning and organising Organises and schedules activities and resources within a project. Sets up and monitors timescales and plans.
· Customer Focus Quickly builds rapport and easily establishes relationships with customers.  Relates well to different people with active listening skills. 
· Persuasiveness Influences, convinces or impresses others in a way that results in acceptance, agreement or behaviour change. Changes people’s views and influences their decisions.
· Commercial awareness: Understands and applies commercial and financial principles. Views issues in terms of costs, profits, markets and added value. Is results driven; sets and exceeds challenging personal targets.
· Interpersonal Sensitivity Interacts with others in a sensitive and effective way. Respects and works well with others.
· Flexibility: Successfully adapts to changing demands and conditions.
· Resilience: Maintains effective work behaviour in the face of set-backs or pressure. Remains calm, stable and in control of themselves.




3) Special conditions
· In possession of a full UK driving licence, be over 21 and have held a full licence for 12 months and must be prepared to travel throughout county
· Must be able to work evenings and weekend - sometimes at short notice, time in lieu will be given.
· Occasionally unpleasant working conditions e.g. standing for extended periods of time outdoors or being outside in differing weather conditions.
· Physical ability to set up and clear away after the delivery of a project or event.
Our values   
“What matters to you is what’s important to us” 
To ensure we deliver upon this every day, we empower people to work collaboratively to reach the best possible decisions, realise them in the best possible way and at the best possible time. 
We value: 
· Knowledge, judgment, and kindness in reaching the best possible decisions, 
· courage, integrity, and passion in realising those decisions in the best possible way, and 
· honesty, empathy, and determination in doing so at the best possible time. 
Living our values influences the way we behave. The way we behave informs the way we do things. The way we do things is the St Michael’s way. 
Equal Opportunities Statement  
At St Michael’s Hospice we are committed to an equal opportunities approach in everything we do. This means that we seek to ensure anyone connected with St Michael’s, from patients and families through to donors, supporters, volunteers and staff are treated fairly, appropriately and with dignity and respect.
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