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Save The Children International 

ROLE PROFILE



	TITLE: Resourcing Manager 

	TEAM/PROGRAMME: Transformation Delivery – Portfolio Management Office 
	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 1: the post holder will not have contact with children and/or young people, or access to personal data about children or young people, as part of their work; therefore, a police check will not be mandatory for this post unless the content of the post changes, in which case the Child Safeguarding level should be reviewed. 


	ROLE PURPOSE: 
This role sits within the Transformation Delivery Portfolio Management Office. The resource manager will take the lead in defining and implementing a standard process supported by required tooling; guiding teams from the Business as well as Projects including project managers and IT leads with the planning and allocating of IT and BA resources needed to deliver on requirements; determine the portfolio’s demand for resources and ensure its capacity to meet staffing needs of projects; support the assignment of resources to a project’s tasks; participate in the hiring process; ensure alignment between resource forecasts and budget; and work closely with Finance Business Partners in regular financial control of forecasted demand costs.
This will be a critical role to ensure we effectively manage resource and anticipate resourcing issues ahead of these becoming a reality and disrupting or delaying initiatives from progressing. This is also critical to ensure that resources are allocated to the highest priority work where demand exceeds capacity. 
The role holder will need to be analytical and able to step into the detail, have a good understanding of IT and BA resourcing to pressure test resource estimates and engage Project, IT and Business Leadership to effectively manage required communications and where necessary difficult messages where work cannot be completed within the proposed timelines. 



	SCOPE OF ROLE: 
Reports to: Head of PMO – Jade Corrie

Staff reporting to this post: None

Role Dimensions: This role will work closely with the IT Leads, Project Leads, Project Managers, Transformation Delivery and IT Finance Business Partners, and Portfolio and IT management team as well as the TDIT Management Team where required. The role will be supported by the PMO Officer. 
Budget Responsibilities: This role has no formal budget responsibilities but will need to work closely with Finance to ensure that resources are allocated in line with available budgets and that charging is in line with upfront commitments and resource provided


	KEY AREAS OF ACCOUNTABILITY: 
· Define, maintain and manage a comprehensive resource management process that ensures efficient and effective oversight and allocation of critical resources required to deliver projects on time and on budget

· Maintain a single source of truth for Transformation Delivery and IT resource demand using Save the Children’s planning tool

· Monitor day-to-day project activities and corresponding resourcing
· Work closely with the Head of PMO, wider Transformation Delivery and IT Management teams and governing bodies to report on the resource position across the portfolio
· Capacity planning,  i.e. making sure that the department’s resources have capacity to work on upcoming projects
· Horizon planning,  including 3 month capacity planning to ensure the resource we have has the capacity to work on the current portfolio, 6 month actionable planning to understand what is required to deliver and provide guidance on resource adjustments to be made and then 12 month long term planning and provide guidance on the capacity to deliver across the portfolio
· Monitor and manage employees’ workload and utilization
· Manage resource conflicts
· Provide constructive challenge to ensure resource demand is reflective of actual work required

· Overcome resource shortages by means of resource management techniques, including reallocating resources, assigning more staff, understanding options for third party resource, etc.; Inform senior management of any issues related to inability to meet the needs of the business due to resourcing 
· Document and own key resourcing processes (e.g. weekly utilization report, etc.) and reports, guidance and supporting material for resourcing processes. Develop, iterate and improve both processes and associated collateral as required

· Document ways of working and accountabilities across all parties involved in resource management including Transformation Delivery project teams, IT, the HR business partner and Finance business partner

· Provide project managers with support when it comes to resource management issues or improving resource management processes

· Change management and leadership, i.e. drive behaviour change and hold self and others accountable to optimise organisational performance through effective resource management

· Know all the current and upcoming projects, change requests and other sources of resource demand and plan/manage resourcing accordingly
· Have a depth of understanding of our projects to identify required team roles, skills and capabilities to deliver

· Coordinate and manage regular meetings and forums across the relevant resource areas, including setting agendas, preparing materials, taking action points, and ensuring follow up on action points
· Collaborate with the HR business partner regarding the hiring of new staff, remuneration packages and informing key portfolio stakeholders of the impacts to their teams and budgets
· Use data and tools to recognise and understand resourcing trends, create insights, and develop recommendations leaders in Transformation Delivery & IT
· Manage demand forecast completeness and accuracy to enable the annual finance cycle and monthly project financial control of forecasted demand costs. Collaborate closely with the Finance business partner with coordinating budget management, including monthly budget reviews to ensure alignment to resource profile and forecasting accuracy. This role will include a dotted reporting line into Finance for budget-related activity
· Oversee quality assurance on key contracts with high resource needs (Framework Agreements with Members) 
· Implement best practices and procedures in resource management to contribute to the continuous improvement of the Transformation Delivery and IT Portfolio Management Office


	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 takes responsibility for their own personal development
· 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

· deliver in the best way they see fit, providing the necessary guidance where needed.

	QUALIFICATIONS  
· Educated to Degree level or equivalent work experience

· Understanding of or Training on a structured Project methodology e.g. PRINCE2 or similar resource management course is desirable 



	EXPERIENCE AND SKILLS

Essential
· Previous experience as a resource manager
· Ability to prioritize and manage multiple tasks efficiently
· Critical thinking, analytical and forecasting skills, and the ability to relay outcome focused information to key senior stakeholders to ensure informed decision making

· Ability to adopt a pro-active approach to problem solving working closely with both the senior colleagues as required and offering solutions as appropriate

· Flexibility and good decision-making skills
· Managerial and time-management skills
· Interpersonal interaction skills - effective communication (written and oral English), negotiation, collaboration, the ability to be diplomatic and stand one’s ground and the ability to present to all levels of the organisation
· Understanding of project and portfolio level planning
· Proficient demonstrable skills in managing and reporting resource requirements across a portfolio and cross departments
· Understanding of budget management and the impact resourcing has in this space
· Ability to resolve issues swiftly and decisively whilst safeguarding standards and procedures

· Strong influencing abilities with the ability to motivate and mobilise individuals outside their reporting line

· Managerial and time-management skills
· Strong analytical skills including the ability to understand and define resourcing processes and associated requirements and dive into the detail of complex resourcing scope

· Cultural awareness and experience of delivering solutions internationally

· Self- motivated and ability to work autonomously

· Commitment to the mission, vision and values of Save the Children

Desirable:

· Non-profit sector knowledge/experience

· Knowledge of IT skillsets
· Second language from one of Save the Children’s core languages (French, Spanish and 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.

	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

	Health and Safety

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

	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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