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Save The Children International 

ROLE PROFILE



	TITLE: Project and Change Manager - CMS

	TEAM/PROGRAMME: Transformation Development – CMS
	LOCATION: Centre - London, UK or any existing Save the Children International Regional or Country office worldwide

	GRADE: B, Mid-Senior Level
	CONTRACT LENGTH: Permanent 

	CHILD SAFEGUARDING: 
Level 2: either the role holder will have access to personal data about children and/or young people as part of their work; or they will be working in a ‘regulated’ position (accountant, barrister, solicitor, legal executive); therefore, a police check will be required (at ‘standard’ level in the UK or equivalent in other countries).



	ROLE PURPOSE: 
Save the Children is evolving its organisational structure in order to stay true to its mission, vision and values, whilst being able to withstand external pressures – be those geo-political demands; increasing stakeholder expectations; challenging funding environments; reduced access to funding; or declining trust in large INGOs. This is driven through our ambitious transformation agenda. In Save the Children we currently have a range of different Content Management Systems (CMS) being used across the movement. With this project we are looking to implement a Global CMS Platform that is centralised and is supported through a shared service. Through doing this we aim to revolutionise Save the Children’s ability to rapidly deploy global online campaign’s utilising a centralised pool of technical resources to maintain and deploy functionality across the movement. It is a complex project, with a high level of visibility and will require senior level engagement with stakeholders across the movement. 

The role of the Project and Change Manager - CMS will be to support the Project Lead to deliver on our CMS priorities for Save the Children to include ensuring we have a clear strategy and path to reach our defined outcomes. We have recently completed a feasibility and are now ready to move forwards to design and develop the required system and associated processes and supporting shared service. Upon joining, this role will be required to develop a detailed plan for delivery of the project and work with the wider Project and Change team to refine our existing methodology to enable agile working. The role will have a key role in the tender process for an implementing partner to support the design / development and will be required to ensure close management of the plan holding relevant parties accountable for their delivery in support of the Project Lead. In addition, the role holder will be responsible for further developing existing project management practices utilising SCA’s Project Lifecycle, managing relationships with key stakeholders and driving continuous improvements. This role also requires the holder to work closely with the Global Fundraising Department and Fundraising Leads for Save the Children, from across the globe.

Alongside the project management responsibilities, this role will also be responsible for managing the end-to-end change and deployment deliverables specific to the project including regular communication to stakeholders to inform, engage and motivate the impacted functions ensuring acceptance and necessary buy in as well as completion of the required preparatory steps. The role will also be required to work closely with the Business Analyst. 
In terms of deliverables, the role holder will be responsible for all items as outlined in the Project Lifecycle and Change Approach that are relevant to this deployment, examples include the Project Plan, stakeholder matrix, Change and Comms Plan, Change Impact Assessment etc. Core to this role will be ensuring effectively alignment with wider transformation initiatives as well as effectively managing relationships with key stakeholders and driving continuous improvements. 



	SCOPE OF ROLE: 
Reports to: CMS Project Lead

Staff reporting to this post: None
Budget Responsibilities:  Management of the budget for the CMS initiative estimated to be ~$1.5m

Role Dimensions: The project management aspects of the role are fairly industry-standard, but should include the ability to manage projects using Waterfall and Agile, throughout the lifecycle of the project.


	KEY AREAS OF ACCOUNTABILITY: 
· Definition of the project plan and delivery approach including the Change and Deployment activities in line with the Project and Change Methodologies Drive the project to a regular beat:  monitor work stream activity, manage adherence to plan and help team members resolve obstacles to delivery

· Development of knowledge transfer plan

· Prepare and conduct project definition workshops, to confirm and document scope, objectives and benefits of project with all key stakeholders

· Manage and deliver the Change Management activities and associated deliverables for the CMS project as defined in the Project Lifecycle 
· Support revisions to the existing Project and Change methodologies to enable an agile approach as opposed to the standard waterfall traditionally used to deliver projects

· Manage communication channels with stakeholders in geographically disperse locations

· Establish and manage realistic and committed project schedules taking into consideration business deadlines, dependencies, resources, and costs

· Proactively identify and manage project risks

· Identify and manage dependencies with other transformation initiatives in flight

· Monitor and drive the resolution of issues
· Maintain accurate documentation of project lifecycle (e.g. review and assist in the creation of requirements documents, test plans, etc.)

· Define the change and stakeholder groups and conduct a change impact assessment to determine how the project will impact the individuals and teams identified

· Define the approach to rollout the change and create a deployment toolkit that can be used at the local level to ensure the change in embedded

· Define the local deployment plan, agree this with impacted stakeholders and communicate and track to this plan as part of the wider project activities

· Oversee final quality assurance on project, reviewing accuracy of output and compliance to the requirements

· Implement best practices and procedures in project and change management
· Ensure that projects is aligned with its strategic goals and are supported by the business cases


	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:

· holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· holds team members and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.
Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future orientated, thinks strategically and on a global scale.

Collaboration:

· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· values diversity, sees it as a source of competitive strength

· approachable, good listener, easy to talk to.

Creativity:

· develops and encourages new and innovative solutions

· willing to take disciplined risks.

Integrity:

· honest, encourages openness and transparency; demonstrates highest levels of integrity



	QUALIFICATIONS  
· Preferable: PRINCE2 (Foundation and/or Practitioner), Scrum Master, Agile PM
· Computing degree/masters (or similar) or MBA would be an advantage


	EXPERIENCE AND SKILLS

Essential

· A strong track record of successfully managing medium to large complex projects and/or programmes   

· Proven experience of using and leading change management activities including change impact assessment, stakeholder analysis, managing resistance, building change capacity, designing and defining roles and responsibilities

· Demonstrable experience and in-depth knowledge of programme and project practices and standards 

· Prior experience in managing and reporting on projects within a Portfolio Office/PMO structure

· A proven ability to deliver projects on time / on budget, using project management processes and tools including risk management, benefits management, financial management and quality assurance 

· Good management and influencing skills with experience of working with senior level executives

· A proven ability to resolve issues swiftly and decisively whilst safeguarding standards and procedures

· Strong team leadership abilities with the ability to motivate and mobilise individuals within or outside their reporting line

· Strong business requirements collection, and process/workflow analysis skills

· Excellent communication skills (written & oral English), including the ability to communicate and present to all levels of the organisation

· Able to demonstrate instances of initiative that have delivered organisational benefits

· Cultural awareness and experience of delivering solutions internationally

Desirable:

· Non-profit sector knowledge/experience
· Experience in working with off-site project team members

· Experience of delivering solutions internationally

· Proficiency in a second core language of Save the Children (French, Spanish, Portuguese or Arabic


	Equal Opportunities 

The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Health and Safety

The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.

	Child Safeguarding:

We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:

The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy

	Additional job responsibilities

The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience. Some degree of international travel maybe required.
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