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Monitoring and Reporting Manager
Grade:


G9




Directorate:

Housing & Land
Unit:


Strategic Projects and Property, joint GLA and 
London Borough of Newham (LBN) Royal Docks Team

Job Purpose

Reporting to the Senior Programme Manager, the Monitoring and Reporting Manager will be responsible for implementing and managing a comprehensive performance and monitoring and evaluation framework, managing the reporting structure on the GLA’s Open Project System (OPS), providing detailed analysis of both quantitative and qualitative data from projects and disseminating this information internally and for the Royal Docks Boards. 

The post holder will support the Royal Docks Team with performance management of programmes and projects, monitoring and reporting on key outputs and outcomes, risk and issues and the coordination of reporting on the programmes’ expenditure performance against budgets and delivery outputs through on-going programme management and review. 
Principal Accountabilities
1. Implement and effectively manage the performance management systems and monitoring and evaluation framework for the Royal Docks Team.

2. Develop and maintain all aspects of monitoring, evaluation and reporting of the Royal Docks EZ Delivery Plan programmes and projects.

3. Work closely with the Head of Business, Governance and Programme and Senior Programme Manager, to strategically plan a pipeline of future work programmes to monitor progress of the team’s implementation of the Royal Docks EZ Delivery Plan and evaluate its spatial, economic and social impacts.
4. Monitor, control and report using software and data analysis tools on programme, project and financial information relating to EZ business rates income, spend against budgets, milestones, outputs and targets in line with corporate systems and procedures, checking appropriate approvals are in place and taking action to resolve any inaccuracies.

5. Support project leads to monitor and evaluate project activities and milestones against targets. Produce programme and project communication and reports from the OPS system in order to track and report on project progress.
6. Maintain a quantitative data collection system which captures all necessary monitoring and evaluation data across all relevant Royal Docks key development sites, Delivery Plan projects and provide in-depth analysis of internal performance management data from the OPS system to support decision making. 
7. Produce management reports for the Senior Management Team, Royal Docks Boards, working groups or stakeholders that reflect the financial, programme or project progress and highlight actions to mitigate the impact of risks and issues on delivery performance. 

8. Conduct detailed evaluation into specific areas of interest as directed, and commission evaluation reports which demonstrate the impact of the Royal Docks EZ investments. 
9. Work with the promotion and communications team to design and produce tailored articles, publications and performance progress reports and relevant documentation. 

10. Ensure that the Royal Docks programme wide risk register is maintained and kept up to date. 

11. Produce accurate, consistent and timely reponses to programme queries received such as Freedom of Information Act requests, Mayoral Questions, Write-ons and general enquiries ensuring  that responses are in line with Mayoral and directorate policies.  
12. Develop successful networks within the organisation and with external partners to promote good practice across the team. 
13. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.
Accountable to: 
Senior Programme Manager 
Accountable for: 
Resources allocated to the role
Technical requirements/experience/qualifications

1. Degree level qualification or equivalent
2. Knowledge of the key principles relating to research and monitoring and evaluation to demonstrate outcomes and inform future project delivery 
3. Experience of generating statistical, evaluative data and management information

4. Experience of working with teams and key performance indicators  

5. Well-developed ICT skills and advanced knowledge of MS Excel
6. Good organisational and planning skills
7. Experience and evidence of effective report writing
8. Excellent written and oral communications skills
Behavioural Competencies

Building and managing relationships

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 2
· Develops new professional relationships

· Understands the needs of others, the constraints they face and the levers to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and deliver shared goals.

Stakeholder focus 

… Is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Level 2

·  Seeks to understand requirements, gathering extra information when needs are not clear   

·  Presents the GLA, LBN and the Royal Docks Team positively by interacting effectively with stakeholders

·  Delivers a timely and accurate service 

·  Understands the differing needs of stakeholders and adapts own service accordingly
Communicating and influencing

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 2
· Communicates openly and inclusively with internal and external stakeholders 

· Clearly articulates the key points of an argument, both in verbal and written communication
· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively
· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

· Challenges the views of others in an open and constructive way
· Presents a credible and positive image both internally and externally
Planning and organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 2
· Prioritises work in line with key team or project deliverables
· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met
Decision making

…is forming sound, evidence-based judgements, making choices, assessing risks to delivery, and taking accountability for results.  

Level 2 

· Takes decisions as necessary on the basis of the information available

· Makes decisions without unnecessarily referring to others

· Involves and consults internal and external stakeholders early in decisions that impact them

· Analyses organisational risks associated with decisions, including those with long term impacts, before committing to action.

· Demonstrates awareness of the GLA’s and LBN’s decision making processes and how to use them

Problem solving 

… Is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 2
· Processes and distils a variety of information to understand a problem fully
·  Proposes options for solutions to presented problems
·  Builds on the ideas of others to encourage creative problem solving
·  Thinks laterally about own work, considering different ways to approach problems
·  Seeks the opinions and experiences of others to understand different approaches to problem solving
Research and analysis

… is gathering intelligence (information, opinion and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits.

Level 2
· Proactively seeks new information sources to progress research agendas and address gaps in knowledge
· Grasps limitations of or assumptions behind data sources, disregarding those that lack quality
· Analyses and integrates qualitative and quantitative data to find new insights  
· Translates research outcomes into concise, meaningful reports
· Identifies relevant and practical research questions for the future 
Organisational awareness

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 2
· Challenges unethical behaviour

· Uses understanding of the GLA’s and LBN’s complex partnership arrangements to deliver effectively

· Recognises how political changes and sensitivities impact on own and team’s work

· Translates changing political agendas into tangible actions

· Follows the GLA’s and LBN’s position in the media and understands how it impacts on work

Working Patterns

No unusual work patterns have been identified.

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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