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	Position Title
	Project Manager

	Group/Portfolio
	Online Strategy Unit

	Classification
	HEW 8

	Position Number
	00063056

	Reports To
	Senior Executive Officer

	Employment Type
	Fixed Term 



1.0	Position Purpose
The Project Manager will coordinate and manage OSU projects including all stages of design, development, facilitation/implementation and project review.  As a member of the leadership team, the Project Manager will manage the establishment and delivery of on-demand programs, ensuring alignment with strategic objectives and operational efficiency. This includes managing resources, monitoring workloads, and evaluating performance. The role requires advanced stakeholder engagement skills (internal and external to the team) to ensure successful project outcomes. The position provides high level advice and information in the successful use of project resources and may be required to supervise a team of professional staff. 

2.0	Eligibility Requirements
· Completion of a relevant postgraduate qualification or progress towards a postgraduate qualification and relevant experience or an equivalent combination of extensive project management experience and management expertise.

1. Key Responsibilities
· Provide project management advice to support the successful implementation of projects, including the preparation and delivery of regular reporting on progress, risks and key milestones.
· Plan, allocate and manage resources across multiple projects to ensure effective and timely delivery with efficient use of resources. 
· Effectively manage relationships and engage with internal and external stakeholders including:
· Senior Learning Designer, Design Leads, Senior Learning Media Producer, Senior Analyst (Research and Reporting) and other support roles
· Academic staff, professional staff, and academic managers within Academic Groups
· Professional staff across central services
· Contribute to the development and implementation of policies and procedures, providing high-level advice on operational and strategic matters.
· Lead the day-to-day operation of the team, fostering a culture of continuous improvement and high performance.  
· Facilitate strategic planning activities in collaboration with the OSU leadership team to ensure alignment with broader University goals.
· Develop and coach team members, promoting best practice and ensuring compliance with University policies and procedures.
· Develop and maintain detailed project plans, monitoring and tracking progress and ensuring delivery is within scope, time, budget and to the expected standard. 
· Manage the delivery of the projects, including documenting the design, implementation and ongoing review process. 
· Coordinate Working Groups, ensuring effective scheduling, documentation and reporting of outcomes to the OSU leadership team.
· Establish and manage relevant partnerships to support the projects engagement and initiatives. 
· This position may be required to take on other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of the work unit. 
· Lead and promote compliance with relevant legislation and University policies and procedures, including research ethics, equity and health & safety, laboratory standards and exhibit good practice in relation to same.
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.

[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities
· Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Others section of our Capability Development Framework.
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