
 

 
 
 
 
 

POSITION DETAILS 

Date of PD May 2014 

Position Title                              Manager Critical Projects Office  

Position Grade 18 

Group | Business Unit Chief Operating Officer  

Reports to Chief Operating Officer 

Physical Requirements Category Category 1 – Desk role with Ergonomic Requirements 

 
 

POSITION OVERVIEW 

 
The Manager Critical Projects Office (CPO) oversees the implementation of critical projects and ensures that 
information concerning deliverables, risks and issues flows between project owners, sponsors, implementation 
team and the Executive team in a timely and effective manner. 
 
The position will be responsible for improving the consistency, predictability and efficiency of organisational 
project delivery capability. The Manager CPO will also provide leadership in best practices, be highly interactive, 
visible and customer-focused.  Adding value at every opportunity the Manager CPO will also ensure that the 
operational, budgetary, risk and financial issues associated with CPO and projects in general are managed 
effectively, whilst also focusing on the interface with project leaders, project teams, technology and project 
resourcing issues at all times. 
 
KEY RESPONSIBILITIES 
 

 Establish, implement and maintain best practice project management infrastructure for critical projects 
including systems, standards, processes, practices and tools. 

 Whilst not taking ultimate responsibility for delivery the Manager CPO will be responsible for the 
ensuring the timely completion of projects by working in an integrated way with project owners and 
senior management. 

 Oversee the prioritisation of critical project and  in the resolution of project related conflicts. 
 Oversee and provide leadership in the development and maintenance of end to end project plans. 
 Ensure adequacy and suitability of project plans with respect to scope, coordination, inter-project 

dependencies, scheduling, risk and resource management. 
 Ensure regular and comprehensive reporting to the whole of business on progress of or in relation to 

critical projects. 
 Ensure consistency of project implementation throughout the business and provide communications / 

updates for the benefit of the wider business and/or community as required.  
 Develop and maintain strong working relationships with all key stakeholders.    
 Develop and implement project registers and reporting tools and keep relevant stakeholders up to 

date as per agreed timeframes on the progress of each critical project.  
 Ensure the development and maintenance of proper project documentation and audit requirements 
 Identify and drive initiatives designed to continuously improve PCC project management 

methodologies and stakeholder relationships 
 Arrange and facilitate regular project review meetings and corrective actions as required so as to 

ensure that projects are delivered on time, within budget and to the standards required. 
 Identify, cost and recommend training required of all relevant stakeholders involved in the delivery of 

critical projects   

 
 
 
 
 

Position Description  



 

  \ 

 

Knowledge 

 
Qualifications (Level) 

 Tertiary qualification in Project Management, Business, Information Technology or a related 
discipline  

Experience 

 Extensive post graduate experience in the project management of a diverse range of projects and 

programs  

 Demonstrated experience in stakeholder management and in managing deliverables and meeting 

the expectations of high profile stakeholders 

 Demonstrated experience in the on time delivery of significant projects within budget and to 

expected levels of quality 

 Demonstrated extensive experience in the development of contemporary project management 

systems, processes and tools, and in the successful implementation of consistent and effective 

project management methodologies 

 Demonstrated ability to lead and positively influencing  at all levels 

 
Skills 

 Highly developed, conceptual, planning and communication skills. 

 Ability to build and  maintaining positive working relationships across all levels of the organisation 

 Well defined, proven, and effective leadership and influencing skills.  

 Outstanding communication and relationship building and presentation skills.  

 Extremely well organised, able to work and deliver well under pressure 

 Proven ability to drive for results and keep projects on track  without organizational authority 

 Ability to establish, implement and maintain effective systems for the tracking and reporting on 
the progress of multiple large projects 

 Ability to facilitate cross organisational collaboration and the sharing of resources at all levels 

 Extensive knowledge in the use of relevant software and project management programs so as to 
enhance project management capability and delivery 

 Demonstrates an advanced understanding of project scope, scheduling, planning, time 
management, resource management, communication management, and cost management. 

 
 

 
 

 
Acknowledgement: 
 
I, ……………………………. acknowledge that I have read and understood the above position 
description and have been given a personal copy.  
 
 
Signature:  
 
     …………………………….                                            ……………………………….    
     Employee’s Signature                                                   Manager’s Signature 
 

 
Date: …./…./……                                                              Date: …./…./…… 
 
 

 


