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PERSON SPECIFICATION

	Post:
	Programme Co-ordinator

	Job Family/
Grade/Level:
	BS2c Grade 5


GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	· Implement and maintain a comprehensive programme of project planning and resource management for collections care, content development and programme delivery projects across Glasgow Museums.

· Assist in the development of Glasgow Museums’ planning processes and to integrate them with Glasgow Life procedures
· To provide guidance, advice and support to colleagues using these planning procedures

· To ensure that key programme and project related documents are available to colleagues and that decisions are recorded

· To analyse the programme and flag up potential issues to the Conservation and Collections Care Manager and the Museums Management Team
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PERSON SPECIFICATION
	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Experience of core Microsoft packages, including Word, Excel and Outlook


	Training and experience of PRINCE2 and MS Project, or another planning methodology

Relevant qualification in a related subject


	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Demonstrable understanding of the theory and practice of project management and the tools required

Demonstrable organisational and task completion skills

Excellent listening and communication skills

Proven ability to analyse and test data to achieve the best outcome

Demonstrable ability to work on own initiative and as part of a team


	Experience of programme management

Understanding of the   complexities and issues arising on collections based projects (e.g exhibitions, publications, research, public programmes) 

Ability to contribute to wider service development


	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	Commitment to delivering excellent customer service
Capacity to work flexibly


	
	 FORMCHECKBOX 
 Interview
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