United Synagogue
Willesden Jewish Cemetery “House of Life”
Recruitment of a Project Manager, “House of Life”
Background
The United Synagogue (US), the UK’s largest synagogue body, is delivering a three-year
conservation and community engagement project at its Victorian cemetery in the London
Borough of Brent, supported by a National Lottery Heritage Fund grant.
The Project
Willesden Jewish Cemetery is London’s pre-eminent Victorian Jewish cemetery, the only
Jewish cemetery in England to be Registered as a Park or Garden of Special Historic
Interest. It is an active burial ground, but largely unknown outside the Jewish community.
The US is working to open Willesden Cemetery as a public heritage site, for people of all
backgrounds to visit, learn, contribute and value it as an important part of shared British
and Jewish heritage. It has hundreds of memorials to some of the most notable individuals
from the community’s history as well as thousands of ordinary people.
The “House of Life” project will make the 150-year history of the cemetery accessible to
the public for the first time and develop audiences. It will create opportunities for people
to engage with Willesden’s heritage, benefit from volunteering and training opportunities,
and take part in outreach, guided walks, exhibitions, events and open days.
Key parts of the plans are to refurbish and re-purpose historic buildings for heritage
visiting; green the landscape, improve bio-diversity and conserve monuments. New
interpretation of the cemetery’s stories will be introduced. A multi-faceted Activities
programme will be delivered and evaluated.
The “House of Life” project has four strands:
1. To repair and upgrade the fabric of historic buildings, green the landscape and conserve
graves, making the site safe and accessible to the public for years to come.
2. To refurbish and adapt The Lodge, Prayer Hall, Portico and former Mortuary into multipurpose visitor welcome, interpretation and learning spaces. Interpretive media will
explain the heritage of the site, histories of the British Jewish community, the lives of
people buried there and Jewish burial custom.
3. Enable greater public access, engage with and inspire a wide range of people, including
existing and new visitors, Jewish and non-Jewish, through guided tours, self-guided trails,
exhibitions, formal and informal learning, events, volunteering and outreach.
4. Secure a sustainable future for the cemetery as a visitor destination as well as
permanent Jewish burial ground, with a shift to significant volunteer involvement and
partnership working.
Requirements of all roles
A successful candidate will:
•
•
•
•

Be committed to the aims of the United Synagogue and act as an ambassador for it.
Comply with policies and procedures of the United Synagogue.
Maintain high levels of discretion and confidentiality at all times.
Hold a valid and current enhanced Disclosure and Barring Service (DBS) certificate that
is satisfactory to the United Synagogue.
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This role description is not prescriptive; it outlines key tasks and responsibilities which are
subject to change. Any changes will be made in consultation with the post holder.
JOB TITLE:

Project Manager, “House of Life”, Willesden Cemetery

WORKING HOURS:
LOCATION:
SALARY:
BENEFITS:

Anticipated three days a week. Two years fixed term. Three months
probationary period.
Willesden Cemetery, London NW10 2JE.
£50,000 pro rata.
20 days’ holiday pro rata, plus statutory Bank Holidays & Jewish
festivals when they fall on your normal working day.
Childcare Vouchers, Auto-Enrolment Pension

MAIN PURPOSE OF JOB
The Project Manager will ensure the delivery of the Willesden Cemetery “House of Life”
project to scope, time and budget.
POSITION IN ORGANISATION
Reports to the United Synagogue Director of Finance and Operations. The Project Manager
will line manage a small project staff team that includes a Capital Works Manager,
Activities and Volunteer Manager and an Administrator/Volunteer Coordinator. Key
working relationships will be, among others, with the “House of Life” Management Board,
US Property Director, external consultants, and other US departments supporting delivery
of the project, including US Burial staff.
SCOPE OF ROLE
This is a role for a professional with particular experience of and capability for managing
complex and time-critical heritage projects involving multiple stakeholders and which
comprise building and landscape refurbishment and conservation, learning, volunteering,
community engagement and public programming.
The Project Manager will ensure the successful delivery of the Willesden Cemetery “House
of Life” Round 2 NLHF project plans. They will ensure effective management of project
delivery by staff, consultants and others, coordinate all strands of work, and review and
report on progress.
Capital works are due on site by May 2019, lasting until the end of the year, with
landscape and some conservation work extending into 2020. Concurrently an ambitious
programme of activities and audience development is planned for delivery to mid-2021.
DUTIES & RESPONSIBILITIES
• Oversee the project management of the construction phases of the building and
landscape capital works through RIBA Stage 6 (Handover and Close Out).
• Oversee the project management of the development and delivery of the Activity Plan
and Interpretation Plan through to the end of the project, including Evaluation of
project success against its goals and organisational learning.
• Ensure that all parts of the project are realised on time, to plan and budget.
• Be familiar with the latest NLHF requirements and be well versed in relevant
guidelines and best practice for this work. The Project Manager will be required to
understand the project by drawing on the United Synagogue’s Round 2 NLHF bid
documents, ongoing work and plans, and other research.
• Carry out the duties described here and any others commensurate with the role.
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DELIVERING THE “HOUSE OF LIFE” PROJECT
• Oversee the Capital Works Manager and Activities and Volunteer Manager in project
managing the programmes of work set out in the Round 2 capital works schemes,
Conservation Plan, Management and Maintenance Plan, Activity Plan and Interpretation
Plan, and ancillary and enabling works for the project that are funded by the US.
• Act as the lead manager of consultants engaged to work on the project and oversee
delivery of their contributions to Capital Works and Activities.
• Ensure that all teams cross-refer their work to that of others to ensure initiatives
across the project take account of the requirements of others, including time
constraints and technical or financial scope.
• Set up and agree processes with project staff team for the running of meetings and
effective communication of progress, quality, programme and costs management,
including how approvals, variations and reporting will be handled.
• Prepare updates for and attend regular meetings with the Management Board, NLHF
and Advisory Group as required.
• Check incoming invoices against budgets and schedules and obtain authorisation for
payment, promoting coordinated and effective processing of financial paperwork.
• Monitor third parties’ performance according to the terms of their
appointments/contracts, and report to the Management Board.
• Obtain authorisation from the Finance Director where a consultant’s limit of authority
is exceeded.
RECRUITING AND MANAGING THIRD PARTY SUPPLIERS
• Together with relevant staff, and with consultant QS where appropriate, prepare and
run transparent and competitive processes, including tenders where appropriate, to
recruit the remaining consultants and third parties not yet appointed to the project:
(At the time of writing these include specialist capital works contractors, and a Formal
Learning Consultant.)
• Ensure that procurement processes are robust, compliant with all current UK and
European legislation and NLHF requirements and not subject to any challenge.
• Manage the drafting of tender documentation, advertising of tender opportunities and
running of tender processes, assessment of bids, shortlisting and interviewing of
candidates. Advise the US on any issues, and prepare recommendations for approval.
Prepare tender reports for the US and NLHF. Conduct negotiations and manage the
appointment, contracting of professional teams and suppliers and issue of documents.
COMMUNICATION AND PROGRESS REPORTING
• Report regularly report to the Management Board including actual progress vs planned
progress and on any deviations from scope, schedule or costs and any additional
actions that may be needed.
• Manage actual vs planned delivery budget and cost reporting to the Finance Director
for all aspects of the Capital Works and Activities programmes; produce updates for
monthly Management Board meetings.
• Produce regular summaries and progress reports for the Management Board covering
risks and forward planning.
• Report progress to NLHF through timely and complete reports and cost updates,
quarterly or more frequently as they require.
• Using Microsoft Project, develop and keep up to date a project timetable and critical
path for all delivery across capital works and activities.
• Maintain the project’s detailed Project Execution Plan and keep it up to date.

Project Manager “House of Life” Final March 2019

•

Oversee the project’s Risk Management strategy, updating the Risk Register and
Lessons Learned Log, to anticipate key milestones in the project, and advising on any
additional works or mitigating actions required.

MANAGING DOCUMENTATION AND HANDOVER
• Support the work of the Management Board, US Burial and other departments in
planning the future sustainability of Willesden Cemetery and the continuation of
heritage activities and enhanced site maintenance beyond the end of the three-year
NLHF project.
• Support the recruitment by US Burial of a staff Conservation Stonemason following the
end of the Capital Works, and the introduction of enhanced memorials and grounds
maintenance into 2020/2021.
• Liaise with staff and consultants to prepare a Handover Plan or similar management
tool identifying roles and responsibilities of each in Handover towards the end of the
capital works project. Establish review, approval, variation and reporting procedures
for the Handover Plan.
• Ensure accurate, timely and complete record-keeping and version control of
documents, designs, images, media coverage, photography and all material generated
in project delivery.
• Return all documents to the US at the end of the project.
PERSON SPECIFICATION
Qualifications

Experience &
Knowledge

ESSENTIAL

DESIRABLE

First degree in a relevant discipline or equivalent
experience

Professional membership of any relevant
bodies

Clear track record of the effective and efficient
planning and delivery of projects in a similar or
related field

Accredited Project Management
Qualification
Experience of lead project managing
delivery of NLHF-supported heritage
projects

Experience in planning, prioritising, organising
self and others in projects in a similar or related
field
Experience in planning and delivering Capital
Works and Community Engagement or similar
project work
Ability to multi-task across a diverse range of
projects, keeping long-term vision and focus on
immediate priorities.
Demonstrable experience of working in
multidisciplinary teams to deliver projects within
time and budget constraints
Experience of managing significant project
budgets
Experience of running tendering procurement
processes
Familiarity with committee protocol and
procedures
Expertise in risk management for similar projects
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Proven experience in a senior role managing
or supervising staff and consultants
Experience of costing and bidding for
heritage or similar project work

Knowledge of health and safety requirements for
capital projects
Good understanding of issues relating to
diversity, social inclusion and access.

Skills &
Competencies

Excellent people skills and an ability to motivate
team members and stakeholders

Proficiency in Microsoft Project planning
software

Excellent planning and organising management
skills

Presents compelling, focused reports that
maintain momentum and earn stakeholders’
support for the project

Able to write clearly, with attention to detail, to
summarise and present progress reports
Able to manage a diverse programme of
responsibilities
Able to work under pressure and to tight
schedules
Able to work independently and to judge when to
flag issues or resolve an issue independently
Excellent numerical ability
Able to network and connect with stakeholders
from a range of fields
Positive attitude, flexible, change-oriented and
results-focused
Committed to own professional development and
training.
Strong IT skills including Microsoft Office &
project management systems

Quality &
operational
standards

Ensures a high standard of work is produced
Personally demonstrates United Synagogue
values, build trust with all stakeholders, and
proactively contribute to organisational success.
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Able to represent the project with passion
and enthusiasm

