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Role Profile 
 

 

Role Title Project Manager – Student Placement 

Business group 
and team 

Engineering and Operations 

 
Job Purpose 
Overview 
 

The Student Placement Project Manager will work within the FCO Services 
PSC Project Management Team located close to Milton Keynes UK to assist 
existing Project Managers with the delivery of small to medium projects 
across the FCDO Services portfolio 
 
They will work in accordance with FCDO Services Project Management 
professional standards and alongside Project Control Officers towards the 
delivery of customer requirements, coordinating activities, creating plans and 
scheduling works to ensure the optimum use of FCDO Services resources. 
 
Having involvement in the financial management of the projects in line with 
FCDO Services processes and procedures they will profile project spend and 
forecast. 
 
The post holder will work with all of their project delivery colleagues and 
Project Managers (PM) to help ensure a consistent approach to project 
delivery in FCDO Services, assisting in problem resolution for issues arising 
from the project(s) 
 
They will accompany the Project Manager to project governance meetings 
and as part of this role they will be expected to liaise with customers and 
suppliers and represent FCDO Services in a professional and knowledgeable 
manner. 
 
There may also be a requirement for occasional overseas travel in line with 
project requirements. 

Organisational 
position 

Insert organisational chart or give brief description of where the role sits in the 
organisation. (To comply with our security rules, only provide the name of the job). 
 
 
 
 
 
 
 
 
 
 

 

Date Updated February 2021 Updated By G Whiteside 

Current / Applied 
Grade 

tbc 
Job 
evaluation 
date 

 
Confirmed 
grade 

SC 

Level of Security 
Clearance 

SC 
DV 

SC 
 
 

Project Management 

Team Leader 

Project Manager 

Student Placement 

Project Manager  



V 2.1 May 2018 

 

JOB RESPONSIBILITIES 

Main responsibilities, focusing on the required outputs: 
 
The Student Placement Project Manager will support Project and Programme Managers in the 
following responsibilities:- 
 
Processes and Planning 
• Using Microsoft Project 2016 planning tool to create a project schedule to match agreed 
targets, milestones and deadlines.  
• Compliance with FCDO Services Commercial processes and Governance. 
• Prepare and maintain project documentation in accordance with FCDO Services 
professional quality standards 
• Day-to-day task management, prioritisation of resources and monitoring of project 
progress 
 
Financial and Commercial Performance 
• Involvement in the financial planning and management of projects ensuring delivery within 
the agreed cost forecasts and to the agreed revenue and contribution targets. 
• Compliance with FCDO Services project management and financial standards, processes 
and procedures 
• Work with Project Manager and Project support staff to maintain project financials 
ensuring Project level variation control and management 
 
Resource Management 
• Effective forecasting of resource requirements in conjunction with the Project Manager to 
maximise cost effective delivery.  
• Timely engagement, tasking and utilisation of all resources employed within projects to 
ensure performance against agreed scope criteria  
• Ensuring that tasking for project resources is fully understood and accompanied by 
detailed work packages and H & S documentation 
 
Health and Safety 
• Work with the Project Manager to ensure project compliance with FCDO Services Health 
& Safety policies, processes and procedures and that necessary H&S activities are planned and 
proactively progressed throughout the project. 
 
Customer Focus  
• Build and maintain relationships with FCDO Services key stakeholders and customers 
and in house FCDO Services teams and resources 
• Preparation and dissemination of accurate, timely and consistent periodic project reporting 
and communications 
• Represent FCDO Services interests at customer governance meetings.  
• Schedule periodic customer satisfaction surveys within the project in liaison with 
Commercial Group. 
    
Risk, Issue and Change Management   
• Effective escalation of project risks and issues to the Project Manager  
• Involvement in the design of risk mitigations and the resolution of project related issues to 
minimise the impact on delivery of the customer’s projects.    
• Application of robust Change Management processes and procedures within the project. 
 
Development 
• Developing a placement period Personal Development Plan in order to develop 
knowledge and understanding of Project Management and FCDO Services systems and 
processes  
• Deputising for the PM as required. 
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KNOWLEDGE AND KEY SKILLS  

Essential: 

 Completed a minimum of 2 years undergraduate study work in Project Management, 
Construction Management or equivalent relevant study 

 Available for a 12 month placement opportunity in industry with a final year to be completed 
in University study immediately subsequent to the placement  

 Excellent communication and organisational skills 

 Excellent numerical and analytical skills 

 IT literate with extensive practical experience of the Microsoft Office Suite 

 Demonstrable understanding of project management methodologies and their application in 
the design, development and implementation of projects including understanding and 
experience of the preparation of project plans 

 Good interpersonal skills and demonstrable ability to work flexibly and effectively as part of 

a team 

 Motivated, self-starter who can work without close supervision. 
 

Desirable: 

 Proficiency and experience of MS Project or equivalent project planning tool 

 Experience of working within a large complex organisation 

 Experience of analysing data and providing recommendations for best course of action 
 

CORE BEHAVIOURS  

Top three for job: 

 Delivering at Pace 

 Working Together 

 Managing a Quality Service 
 

CRITICAL SUCCESS FACTORS 

Success measured and evidenced by: 

 Continuous liaison with Project Manager, Customer and key stakeholders to aid project 

delivery and reputation of FCDO Services 

 Delivery of projects to time, quality and cost as evidenced by project documentation and 
governance acceptances. 

 Tight control of all resources and finances as evidenced by financial management system 
reports, high utilisation rates for human resources and value for money usage of physical 
resources. 

 Customer satisfaction in both the system and the level of service as evidenced by customer 
feedback and customer satisfaction survey. 

  

Budget Responsibility?  
 
  N 

 
If YES, how much:  
 
£  n/a              
per annum 

If NO can they authorise payments?     
 
N 

Reports to:  
(Role Title and Grade) 

Project Management Team Leader (D6) 

Direct Reports: 
(Number and grades of staff) 

Nil 

 


