

RAMSGATE TOWN COUNCIL
 
Job Description

PROJECT MANAGER (FIXED TERM)

Job Grade:				SCP Range: 29, LC2 above substantive 

Contracted Hours:			22 hours per week (review after 6 months)

Contracted Days:			To be agreed (flexibility required)

Responsible To:			Town Clerk & Responsible Financial Officer

Based At:				The Custom House, Ramsgate

Car User:				Casual User Only

Job Description Date:		December 2025

Annual Leave:			Starting at 22 days plus Bank Holidays (FTE)

Politically Restricted Post?	No

Enhanced DBS Check?		No



Main Purpose of Role:
· To accelerate delivery of key strategic projects and maximise progress during the next 12–18 months.
· To provide focused leadership, coordination, and accountability for project delivery.
· To relieve pressure on existing staff and enable councillors to see projects move from planning to implementation.
· To support the Council’s objectives for community wellbeing, infrastructure, and economic development.
· To proactively undertake practical tasks and groundwork necessary for project delivery, including sourcing materials, equipment, and services.
Specific Responsibilities:
1. Develop and maintain project plans for priority initiatives.
2. Coordinate stakeholders, contractors, and partners to ensure effective delivery.
3. Monitor project budgets and timelines, ensuring projects are delivered within agreed parameters.
4. Report progress to the Finance & General Purposes Committee and Full Council.
5. Prepare and present reports, updates, and recommendations as required.
6. Ensure adherence to Council policies, procedures, and procurement processes.
7. Contribute to the development and implementation of strategic plans.
8. Carry out essential groundwork and operational tasks to support project delivery, such as researching, sourcing, and procuring furniture, fittings, and other resources for Council projects (e.g., Radford House). 
9. Liaise directly with suppliers and contractors to obtain quotes, assess suitability, and ensure timely acquisition of required items. 
10. Ensure that all practical aspects of project implementation are managed efficiently, from initial research to final installation.
Indicative Projects:
1. Radford House redevelopment.
2. Accommodation for technicians.
3. Neighbourhood Plan implementation.
4. Highways Improvement Plan delivery.
5. Carbon Audit.
6. Support aspirational projects such as Eastcliff Lift, bandstand improvements, Pier Yard, and beach club/beach huts.

General Duties:
1. To deal with visitors to the Council office if required.
2. To ensure that the Council offices project and always portray a professional image.
3. To ensure that the Council always complies with all aspects of Data Protection and the GDPR legislation requirements.
4. The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of duties or the level of responsibility entailed. 

Personal Duties:
1. To have due regard for your own health and safety and that of any colleagues who may be employed and the general public, and to bring to the attention of the Council without delay any matters which may be prejudicial to health and safety best practices and policies.  
2. To treat all colleagues, Councillors, partners, and members of the public with respect and equality.
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