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Head of Projects 
 

Reporting to:  CEO 

Reports: Content Manager and Business Development Manager 

Position:  Full time 

Salary:   £35K-£40K 

  

Role 

To lead the effective delivery and implementation of all projects and exhibits for both internal and 

external clients, ensuring high levels of customer satisfaction and drawing on best practice from across 

the sector. 

To lead the development of high quality, engaging educational programmes for schools and public 

audiences, ensuring that these are delivered on time and on budget. 

To support the Business Development Manager in developing key relationships with external clients to 

secure and deliver commercial and consultancy contracts to a range of customers both in the UK and 

internationally. 

Responsibilities 

To manage the creative team, ensuring the design and delivery of a wide range of projects and 
programmes, utilising the latest technology, new media and audio visual techniques. 

To evaluate the feasibility of project proposal and new ideas from within the organisation and externally 

and to assess risks clearly and objectively. 

To ensure that projects and programmes are properly initiated, managing the production of robust 

briefs and developing clear and viable plans for budget, scope and quality. 

To ensure that all projects and programmes are appropriately monitored, delivered on time and on 

budget and that all work is of a high standard and fit for purpose. 

To ensure that all projects and programmes are safe, reliable and maintainable and that all necessary 

documentation is produced to enable safe and cost effective operation. 

To identify and safeguard intellectual property. 

To ensure an imaginative and creative approach to concept development, ensuring that the necessary 

expertise is sourced internally/externally, as appropriate.   

To manage the projects and programmes budget as well as resource and staffing requirements of all 

developmental projects, ensuring that projects and programmes are delivered within budget and on 

time. 

To manage appropriate procurement processes in line with the charity’s procurement policy. 

To manage the testing and evaluation process of both projects and programmes, seeking regular 

customer feedback. 

To ensure that materials, equipment and resources are safely stored and monitored.  

To work safely and ensure that procedures are in place that will ensure the health and safety of staff 
and audiences, and that all statutory requirements are met in full.  
 
To always work within the Techniquest Values and Behaviours Framework and embrace our values of 
Excellent, Inspirational, Inclusive, Collaborative, Empowering and Innovative. 
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Supporting Duties 

To support the CEO in cultivating and developing new relationships with appropriate partners in order to 

facilitate the development and implementation of new projects and programmes, for both public and 

schools audiences.  

To support the fundraising team in securing funding for the development and implementation of new 

programmes and projects. 

To support the CEO in the planning and development of projects and programmes, identifying areas for 

improvement and assisting in meeting the expectations of both internal and external customers. 

To effectively monitor budgets and report issues to the Finance team in a timely manner. 

To ensure that all customer feedback, including complaints, are dealt with promptly and politely and 

that relevant procedures are followed. 

To perform other duties which are not included above, but which are consistent with the post. 

Person specification 

Experience 

Experience in managing, designing and developing innovative, creative programmes and projects 
or other content-based interactive media. 

Experience in a project environment, either as a project manager or playing a key role in the delivery 
of projects in the creative or education sectors. 

Experience of leading a team of staff and working within a matrix management environment. 

Experience of working as part of a customer-facing team. 

Skills and Abilities 

Excellent design skills, appropriate to interactive and motivational media, such as hands-on interactives 
and digital media. 

Excellent project management, organisational, task prioritisation and time management skills. 

Knowledge of design and production techniques involved in 2D, 3D, digital media and educational 
programmes and projects. 

Excellent budget and finance management skills. 

Excellent IT skills, particularly within Microsoft Office. 

Excellent communication skills and willingness to work collaboratively and across functions. 

The ability to speak Welsh would be advantage but is not essential. 

Qualifications 

Educated to degree level or equivalent, preferably in a design or engineering discipline. 

Personal attributes 
Creative and innovative 
Solution-focussed  

Team player and committed to collaborative and cross-functional working 


