
 

Head of Projects & Programmes  
 

Role Description 
 

 

 

Grade & Salary: 
 

Grade 7 

Campus Location: Craiglockhart campus with travel throughout the University Estate 
 

Line Manager: Director of Information Services 
 

Line Management 
Responsibility for: 

This role has line management responsibilities for the Projects & 
Programmes Team which includes: 

- IT Business Change Consultant 
- IT Digital Officer 

The role may have further line management responsibility in the future. 

Role Summary: 
 
 
 

As one of the largest professional services departments in the University, 
Information Services is responsible for the provision of technology, 
systems and library services. 

Information services underpin all aspects of University operations and 
provide key enablers to deliver the ambitious University strategies for 
Learning & Teaching, Research & Innovation and Internationalisation. To 
do this, IS must observe sector and technology trends, listen to its users’ 
needs, develop core, interoperable capabilities, designed in such a way 
that they can be re-used in multiple contexts, and ensure that these are 
expertly delivered based on business priority and at best value for 
money.   

The IS Leadership Team has been reshaped to deliver a high-quality 
service, strengthening capability and capacity to provide a platform for 
the future. This will leverage the investment of previous years in a robust 
infrastructure estate which is secure, compliant and cost-effective and 
enable the University to harness the power of its information assets.  The 
IS Leadership Team will foster a culture of openness, collaboration & 
support which has been identified as the single most important factor for 
staff satisfaction in IS. 

This is a senior role in the IS Leadership Team, reporting directly to the 
Director. The Head of Projects & Programmes will lead a high functioning 
team responsible for the successful delivery of all IS projects. They will 
also lead the development and continuous improvement of the project 
management service, including policy, processes and procedures 
relating to the project delivery methodology, ensuring that the University 
adopts best practice from the sector and wider industry. 



As part of the IS Leadership Team, they will advise the University on the 
scale and pace of change through active participation at key forums and 
the IS Prioritisation Group. They will work closely with senior managers 
across the organisation, fostering a partnership approach to the planning 
and delivery of change to ensure that projects are focused on realising 
expected business outcomes. 

 
Main Duties and Responsibilities 
 

  Responsible for ensuring that the Programme & Project Delivery (PPD) services are 
delivered to a consistently high standards and in a cost effective manner.  

  Responsible for ensuring that all University-wide IS projects and programmes are delivered 
to cost, time and quality and consistent with policy, process and procedure, ensuring that 
expected benefits are realised and the learning from each initiative is capture for future 
improvements. This includes responsibility for ensuring that the business process and 
cultural changes required to ensure adoption and benefits realisation are planned and 
delivered. 

  Lead a step change improvement in the repeatable project management methodology 
across IS, designing policy, process and procedure that can be sized according to the cost, 
risk or impact of the initiative. Embed the methodology and, thereafter, champion a culture 
of continuous improvement.  

  Lead the development of the PPD services, so that there is consistency in standards and 
processes across the University. Promote collaborative working with colleagues in IS and 
other services to ensure these are bedded in. 

  Build internal networks to maintain awareness of strategy and business plans, thereby 
ensuring that IS provide the best professional advice to schools and services.  

  Build external networks with other organisations in the sector and industry to share best 
practice.  

  Identify technology solutions which enhance the delivery of the PPD service, cognisant of 
total cost of ownership.   

  Oversee the management of the IS pipeline and process, ensuring that all new requests 
are categorised, sized and presented for prioritisation at the ISPG. This will include working 
collaboratively with schools and services to identify new projects which emerge from the 
implementation of University strategy and the annual business planning process. 

  Develop and maintain a departmental utilisation solution which captures demand for 
resources and reports capacity to senior stakeholders which will underpin the prioritisation 
process. 

  Lead the development of a PPD reporting suite that provides both a high-level dashboard 
and detailed reporting to senior stakeholders. Ensure that the content and process for 
providing the reports is embedded, actioned and periodically reviewed. 

  Take an active role in annual business planning process, including liaison with schools & 
services to ensure that their plans are aligned to IS objectives. 

  Provide professional leadership to the PPD Team, developing the skills and knowledge of 
individual team members to meet the needs of the organisation, and so that they can add 
value to the delivery of the projects and programmes they are assigned.  Develop a skills 
matrix, training and succession plans for the team so that the overall capability is fit for 
purpose. 

  Provide personal leadership across IS and role model the University’s values and 
behaviours. 



  Provide line management to the PPD Team in accordance with the University’s policies 
and values.  

  Be responsible for ensuring that the information and records processed (received, created, 
used, stored, destroyed) on behalf of the University are managed in compliance with all 
applicable legislation, codes and policies e.g. Data Protection, Information Security and 
Records Management. 

  Undertake such other duties as may reasonably be required by Director of Information 
Services 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

Attributes  Essential Selection 
Criteria  

Desirable Selection 
Criteria   

Education/Qualifications 
Educated to degree level in a 
related discipline or 
equivalent relevant 
experience  
 
 

Prince 2, Agile or other 
project delivery certification 
 
ITIL Foundation  
 

Experience  Proven track record of 
delivering large scale IS 
projects to conclusion, 
including initiation, business 
case, implementation, 
business change and benefits 
realisation and tracking, all in 
accordance with a repeatable 
delivery methodology. 
 
Experience of leading a team 
of IS professionals to deliver 
projects which have a 
material impact on the 
profitability or risk profile of 
the parent organisation or its 
clients. 
 
Experience of positively 
influencing decision-making 
and issue management at 
senior leadership level of the 
organisation or its clients. 
 
Lead step change 
improvement in a service or 
substantial process area. 
 

Implemented a project 
management tool or system 
to manage project artefacts, 
plans and resource utilisation, 
ideally across a suite of 
projects. 
 
Business change 
management and 
communication relating to IS 
projects. 
 

Skills/Personal 
Requirements 

Ability to communicate clearly 
and effectively both orally and 
in writing with a range of 
people at all levels, including 
presenting and influencing at 
a senior level within an 
organisation or to its clients. 
 

 

Person Specification 
 

 



Ability to work on own 
initiative and prioritise 
effectively a varied and 
demanding workload 
 
Ability to work well under 
pressure often to tight 
deadlines and excellent 
personal resilience 
 
Strong interpersonal, 
relationship building and 
networking skills. 
 
Committed to delivering the 
highest levels of customer 
service  
 
Excellent decision-making 
skills.  

 
 Essential Selection Criteria are mandatory requirements for a post-holder. If a 

potential candidate does not evidence all of these requirements in their 
application form they do not meet the essential criteria of the role and, therefore, 
will not be short-listed for interview. 


