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	Job Title
	Project Manager – Shell-Volution

	Department
	Research and Innovation

	Responsible To
	Director of Shell-Volution

	Responsible For
	N/A

	Grade
	7

	Location
	Shetland, preferred location.  

	Job Objective

	Supported by Islands Growth Deal funds, UHI is delivering the Shell-volution project over the period 2024 to 2033.  This project will roll out a phased new and innovative technical programme of research and development, focusing on better ways to farm within the marine environment, to enable future growth in the low-carbon and sustainable mussel farming sector in Shetland, Scotland and ultimately, other regions of the world.
The Project Manager will be responsible for managing the overall implementation of the project.


	Key Duties & Responsibilities

	Project Coordination and Delivery

· Work with the Project Director to coordinate and develop the Shell-volution project under the Islands Growth Deal, in collaboration with the Project Team, Project Board, and other stakeholders.
· Create and deliver project work plans, revising them as needed to meet changing requirements.

· Ensure that project milestones, key deliverables, and benefits realisation are tracked, monitored, and reported.

· Maintain momentum in the delivery of project timescales and plans.
· Undertake any other reasonable duties as delegated by the Senior Responsible Owner or Director of Shell-volution.  This will include special assignments and ad-hoc duties arising from changes, expansion, or development of UHI responsibilities under the project and related projects emanating from the Research Office. 
Stakeholder Engagement and Communication

· Engage with and build effective relationships with key partners and stakeholders across public and private sectors, industry, universities, and research institutes.

· Work with the Project Director to present project updates and reports to the Shell-volution Project Board, UHI Growth Deals Programme Board, Islands Growth Deal groups, and other committees and ensure all stakeholders are updated with progress throughout the duration of the project.
· Liaise with the UHI and Islands Deal Communications teams to help plan and respond to relevant communications.

· Support and engage with the Shell-volution Project Board, advisory/working groups, industry representatives, and marine scientists to understand R&D priorities and contribute to the Research and Development Plan (RDP).

Governance, Risk Management, and Compliance

· Ensure project governance is maintained, including creating and maintaining project documentation, organising meetings, and providing administrative support.

· Review, evaluate, and mitigate potential risks associated with the project.

· Uphold relevant project obligations such as confidentiality, anti-bribery, and reporting standards.

· Administer procedures for procuring and delivering projects within the Shell-volution RDP, ensuring compliance with institutional strategies.

Budget and Financial Management

· Manage and monitor the project budget, ensuring financial records and claims are up-to-date.

· Administer the preparation of tenders and contracts, including the development of terms of reference, project descriptions, and specifications.

	Administrative and Operational Support

· Ensure that all electronic and paper project documentation is collated and stored within a managed filing system.  Provide administrative support to the project, including recording minutes and actions from meetings.

· Assist in the development and delivery of relevant RDPs as required.

· Uphold the UHI’s commitment to ensuring quality, equality of opportunity, and non-discrimination in all aspects of work.



	General duties

· To participate in the university’s performance and development review procedure.
· To take due care of yourself and others in respect of health and safety.
· To attend training courses that may be identified as necessary by your line manager.

· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.
· Contribute to UHI's climate, biodiversity, and sustainability goals, including net-zero by 2040.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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