
 

SAUL TRUSTEE COMPANY: JOB DESCRIPTION 
 
 
TITLE PROJECT MANAGER 
DEPARTMENT: PROJECTS 
REPORTS TO: DEPUTY CHIEF EXECUTIVE 
SUPERVISES: NONE 
 

 

The role of the Project Manager is to plan, execute, and finalise projects to 
strict deadlines and within budget and for ensuring that they reach a 
successful conclusion. This includes acquiring resources and co-ordinating 
the efforts of team members and third party contractors or consultants in order 
to deliver projects according to plan. 
 
1. MANAGEMENT 
 
 
1.1 Provide project management across the whole business, ensuring that 

identified formal projects have appropriate documentation, risk 
management, a control framework and effective reporting processes to 
facilitate effective project management. 
 

1.2 Manage the retention of project documents. Ensure that the copies of 
project documentation are archived and that the team have access to 
the final versions of deliverables. 

 
1.3 Manage changes; identify and evaluate prospective changes, provides 

an assessment of impact on the project, and integrates approved 
changes. 
 

1.4 Ensure appropriate and effective budget management of identified 
formal projects. 
 
 

2. PLANNING 
 
2.1 Responsible for  clear project planning processes and  ensuring  

appropriate work breakdown structures 
 
2.2 Responsible for establishing the appropriate project documentation 

including that required for defining the project framework and that 
required for project governance, project planning, establishing project 
milestones, project mandates, project scoping, project initiation and 
any other documents that are appropriate for achieving a successful 
outcome.   

 
2.3 Work with the Chief Executive and Executive Management Team to 

ensure the correct skill sets sit with each project team. 
 



 

2.4 Work with the project sponsor until project conclusion. 
 
 

2.5 Define the skills required for each project and establish the project 
team.  
 

2.6 Monitor progress against the plan, report deviations and propose 
corrective action.  
 

2.7 Provide regular and timely feedback and progress reports to the project 
sponsors and the Executive team.   
 

2.8 Delegate tasks and responsibilities to appropriate personnel. 
 

2.9 Track project milestones and deliverables. 
 

2.10 Proactively manage changes in project scope identify potential crises 
and devise contingency plans.  
 

2.11 Where required, negotiate with other department managers for the 
acquisition of required personnel from within the company. Where 
external resources may be required raise this with the project sponsor. 
 
 

3. PROJECT DELIVERABLES 
 

3.1 Provide information to enable invoices to be raised. 
 

3.2 Ensure the deliverables are of appropriate quality. 
 

3.3 Make the project sponsor aware if a project is no longer viable. 
 

3.4 Responsible for providing sufficient information to enable the Project 
Sponsor to keep the project within budget. 
 

3.5 Facilitate regular project meetings and or regular updates at 
appropriate intervals with members of the project team to ensure 
deliverables in accordance with the project plan. 
 

3.6 Keep track of lessons learned and share these with project team 
members to encourage continuous improvement in the methodology of 
project deliverables. 
 

3.7 Comply with and help to enforce standard policies and procedures, 
obtaining advice and guidance from the Quality and Risk Manager as 
appropriate. 
 

3.8 Develop full scale project plans and associated communications 
documents. 
 



 

3.9 Define project success criteria and disseminate them to involved 
parties throughout the life cycle of the project. 
 

3.10 Plan and schedule project timelines and milestones using appropriate 
tools.  
 

3.11 Identify and manage project dependencies and critical path. 
 

3.12 Define project scope, goals and deliverables and support business 
goals in collaboration with executive management and stakeholders. 
 

3.13 Effectively communicate project expectations to team members and 
stakeholders in a timely and clear fashion. 
 

 
4. PROJECT GOVERNANCE 

 
4.1 Establish a Project Management Central, incorporating a source of 

advice, induction for new staff into how project management is done 
within the business, retain a toolkit, collect and collate examples of 
good project management at STC, ensure key governance activities 
are recorded, collect information for weekly status reports. 

 
4.2 Maintain a complete record of commercial agreements and contract 

changes made post award. 
 

4.3 Incorporate the business quality requirements into all aspects of the 
project.  
 

4.4 Identify project risk and propose actions. Establish a Risk Register and 
ensure that an action is made against each risk. 
 

4.5 Conduct project post mortems and create a recommendations report in 
order to identify successful and unsuccessful project elements. 
 

4.6 Develop best practices and tools for project execution and 
management.  
 

 
5. PROJECT ACCOUNTING 
 
5.1 Track and report team hours and expenses and charge out rates on a 

weekly basis 
 
5.2 Analyse project spend and flag with sponsor potential breach of 

allocated budget in advance of overspend. 
 

5.3 Ensure appropriate allocation of budgetary cost against the accounting 
expenses code and report budget spend to the budget holder and 
project sponsor on a weekly basis. 



 

 
 
6. OTHER 
 
6.1 Undertake and ensure continuing personal self development so as to 

meet the requirements of the role. 
 
6.2 Stay abreast of project management techniques in order to meet the 

requirements of the role. 
 
 
It is the company’s intention that this job description is seen as a guide to the 
major areas and duties for which the job holder is accountable.  However, the 
business will change, and the job holder’s obligations are bound to vary and 
develop, so that the job description should be seen as a guide and not as a 
permanent, definitive and exhaustive statement. 
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