
ROLE PROFILE    
                      

Role Title: ICT Project Coordinator

Department/Unit: Information Communication Technology (ICT)

Rank/Grade: (B) PO2 (C) MB1 (H) A5 

Reporting to: ICT Project Manager

CVF Link: Level 2 - Supervisor/middle manager

Main purpose of the role: The ICT Project Coordinator, under the direction of the ICT Programme 

/ Project Manager, will manage the end-to-end project lifecycle for 

medium and large projects, and provide project management support 

for multiple technically complex projects and programmes in 

accordance with agreed methodology to ensure their successful 

delivery.  

To contribute to achieving the vision, purpose and values of 

Bedfordshire Police, Cambridgeshire and Hertfordshire Constabularies. 

Key Responsibilities

• Under the direction of the ICT Programme / Project Managers, manage the end-to-end 

lifecycle of projects.

• Responsible for applying appropriate project management standards.

• Responsible for implementing the agreed methodologies, tools, techniques, and approaches 

used in project management.

• Responsible for day-to-day co-ordination and progression of project activities.

• Responsible for monitoring projects within agreed tolerances (i.e. scope, time, cost, quality, 

and risk).

• Responsible for ensuring appropriate management of finances throughout the project 

lifecycle. Work with financial experts to scope, define, and manage project budgets within 

agreed tolerances.

• Responsible for producing and managing all required project documentation and project plans 
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from evaluation through to project closure.

• Responsible for liaising with key stakeholders to define the scope of ICT deliverables for 

assigned projects.

• Responsible for managing the procurement and contracting of projects under the guidance of 

the Commercial Services experts, ensuring that procurement processes are fit for purpose.

• Ability to gain a clear understanding of the purpose of the project to assess complex issues 

and effectively deliver required outputs.

• Responsible for scoping and development of business cases.

• Responsible for communicating project aims to stakeholders both internally and externally to 

ensure successful implementation.

• Responsible for negotiating with internal teams, departments, and external 

suppliers/contractors and monitoring associated technical delivery.

• Responsible for organising, supporting, and facilitating project related meetings and events.

• Responsible for reporting through agreed reporting lines on programme and project progress 

through Highlight Reports and End-Stage Assessments.

• Responsible for managing project risks and issues, including the development of contingency 

and exception plans.

• Adhere to change control and required configuration management processes.

• Responsible for documenting processes, procedures, guidance notes and other materials to 

enable smooth transition to business-as-usual, as required, to support project 

implementations.

• Responsible for conducting Post Implementation Reviews as required in conjunction with local 

and collaborated business Change functions.  

• Responsible for providing professional advice and guidance to project stakeholders on 

effective project process and methodology.

Financial e.g., Limits/Mandates Non-Financial e.g., Staff Responsibility

• Scope, define, and manage project 

budgets within agreed tolerances, 

typically up to a value of £1M of 

combined capital and revenue costs

 None
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Entry Requirements

 2-3 years’ experience of undertaking project management work and compilation of associated 

project lifecycle documentation.

 Experience in managing and supporting IT projects is desirable. 

 Experience of working on multiple programmes or projects concurrently.

 Able to prioritise own workload.

 Able to work as part of a team, or to work on own initiative.

 Good written and verbal presentation skills at all levels including external organisations. 

 Ability to achieve and maintain accreditation in a nationally recognised qualification in project 

management at practitioner level.

Psychological Assessment Not applicable

Tenure Not applicable

Homeworking or Agile Working Not applicable

Vetting Level Management Vetting (MV) & Security Check (SC)

Any other General Requirements/Scope

 The post holder will be required to travel to different locations across Bedfordshire, 

Cambridgeshire and Hertfordshire, nationally for meetings/training events. 

 The post holder will be required to work from different locations across Bedfordshire, 

Cambridgeshire, Hertfordshire, nationally. 

 If using a private vehicle then business insurance needs to be organised by the individual. 

 The post holder may be required to work additional hours.

 Vetting is required, as advised by the Vetting Unit.

 The post holder will be expected to undertake training as and when required.

 The post holder will be expected to comply with health and safety requirements. 

 If required, following appropriate training, to take on the role of Evacuation Marshal if no 

volunteers come forward in the post holders work location.
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Obligatory Requirements

 Before commencement of this appointment, this role may be subject to a medical assessment. 

For some roles health screening or surveillance may be required on a regular basis, as identified 

by line manager risk assessments.

 There is a requirement for the role holder to meet the probationary objectives set.
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