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Project Manager 

Letter from the Operations Director, Claire Easterman 

‘In 20 years when you look back at your divorce, how would you want your children to remember 
it...?’ 

This is the powerful type of question a Resolution member asks a client in their first meeting.  
Resolution’s 6,500 members believe in a constructive, non-confrontational approach to family law 
matters and the positive effect this has on families and children.    

Underpinning everything we do is the Resolution Code of Practice, promoting an approach to family 
law that is sensitive, constructive, cost-effective and most likely to result in an agreement.  

We support the development of family law professionals through our national and regional training 
programmes, publications and good practice guides, and our accreditation scheme. Resolution trains 
mediators and is the only body providing training and support for collaborative lawyers in England 
and Wales. Resolution also campaigns for improvements to the family justice system and pioneers 
new models of practice.  

We are looking for a part-time Project Manager to work alongside another part-time Project 
Manager to ensure new projects are well planned and executed, teams involved in the work are well 
managed, that there is good communication with project stakeholders.  

The projects you'll be involved in are wide ranging and varied. Current projects include: innovative 
joint project aiming to provide affordable advice to divorcing and separating couples; creating a 
toolkit of resources for our regional committees; and supporting our charitable arm, the John 
Cornwell Foundation, in developing a strategic funding strategy.  

You will be one of a 20 strong, committed staff team. A dynamic self-starter, you will have the 
grounding to know that in a small organisation you need to roll your sleeves up, be flexible and 
adaptable. 

This is an exciting role for an enthusiastic professional with demonstrable experience of managing 
projects or leading innovative service development who can quickly assimilate complex information 
and translate this clearly into recommendations and actions. You will have a methodical approach 
and excellent attention to detail alongside a commercial mind-set, with a business-like and delivery-
focussed approach. The full person specification is outlined in the Job Description on page 2 of this 
pack. 

If you are passionate about the effect Resolution’s work can have on individuals and families across 
England and Wales, and want the chance to lead on improving the work we deliver to our members, 
this is the role for you. Full instructions about how to apply can be found on page 5 of this pack. 

I look forward to receiving your application. 

Claire Easterman 

Operations Director, Resolution 
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Project Manager 
Job Description 

 

Overall purpose of the post 

To ensure the effective development and delivery of - and reduce the risk associated with - projects. 
The Project Manager will provide excellent project management, implement a programme of 
continuous improvement and manage the needs and requirements of key stakeholders. 

Key areas of responsibility include: 

 Project management 
o Scope, design, plan and implement projects which further Resolution’s Code of Practice.  
o Manage Resolution’s participation in partnership projects. 
o Create and deliver work plans, ensuring the staff involved in projects have clear 

objectives and can undertake their roles effectively.  
o Revise and reshape plans as appropriate, meeting changing needs and requirements.  
o Control and manage project budgets, forecast requirements, schedule expenditure, 

analyse variances and put into place corrective action where necessary.  
o Manage the risks associated with projects, ensuring a consistently high quality of service 

is provided to our beneficiaries. 
o Any additional activities required for successful project delivery. 

 Maintaining quality and project improvement 
o Monitor and review performance against agreed project plans, budgets and outcomes. 
o Design and implement plans for continuous improvement, ensuring the quality of the 

service provided is consistently high. 
o Ensure client and stakeholder feedback is collected, collated and analysed, and that 

improvements identified are put into place by the team. 
o Document, manage and control the implementation of improvements and changes to 

projects. 
 Stakeholder management and reporting 

o Report progress across the organisation, external stakeholders, and funders, developing 
internal reporting mechanisms and meeting the reporting requirements put in place by 
external agencies. 

o Establish and co-ordinate the project team, working closely with members of staff across 
the organisation and ensuring they can deliver to work plans. 

o Establish and co-ordinate governance structures, ensuring the strategic management of 
projects are delivered effectively and risks are managed appropriately. 

o Ensure member involvement in project design, development and improvement where 
appropriate.  

 People management 
o Manage a variety of internal and external stakeholders, ensuring they are able to 

implement the project on time and to budget.  
 Collaborative working 

o Work collaboratively with members, committees and staff, sharing expertise and 
ensuring developments, innovations, and lessons learned are fed into and across all our 
activities.  

o Work collaboratively with stakeholders, practitioners, related organisations and 
government departments, engaging them in our work and influencing policy. 
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o With Operations and Communications develop tools and content to raise public and 
member awareness of our products and services. 

 

Person Specification 

Essential Desirable 

 Experience of managing complex projects 
from concept to close 

OR 

 Proven track record of leading innovative 
service development in a 
membership/charity/not-for-profit 
environment 

 Experience of working in a legal/rights or 
advice and guidance environment. 

 Understanding of established project 
management methodologies, e.g. 
PRINCE2 

 Annual planning experience in a not for 
profit/membership/charity environment. 

 A good understanding of project and 
organisational governance structures, 
requirements and issues. 

 Practical experience of evaluating/analysing 
the impact of projects and implementing 
change as a result. 

 Ability to quickly assimilate complex 
information and translate this clearly into 
recommendations and actions. 

 Proven ability to set, analyse and meet 
key performance indicators 

 A passion for the potential of constructive, 
non-confrontational resolution of family 
disputes. 

 A clear understanding of the issues facing 
families and the family law sector 

 Proven experience of managing significant 
project budgets 

 A methodical approach and excellent 
attention to detail. 

 Commercial mind-set, efficient, with a 
business-like and delivery-focussed 
approach 

 Ideally with experience of working with 
government/trusts/corporate funders to 
report progress and implement change. 

 Articulate, persuasive, and tactful, able to 
successfully manage relationships with 
project staff 

 Experience of presenting to a wide range of 
stakeholders and the proven ability to 
easily establish credibility and inspire 
audiences. 

 Experience of reporting project progress, 
success, learning and expenditure to 
internal and external stakeholders 

 Experience of working with volunteers or 
with committees of volunteers. 

 Excellent writing skills, with the ability to 
draft clear, concise reports, briefings and 
other documents on complex issues. 

 Advanced knowledge of Microsoft Office 
products. 
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Reporting to: Director of Operations 

Responsible for: Volunteers, contractors and freelancers (as and when appropriate). 

Location:  Bankside, London. Some travel across the UK will be necessary. 

Hours: Part-time, three days a week normally 9am-5:30pm. Some unsocial hours 
may be required from time-to-time, for which time off in lieu may be 
given in line with Resolution's policies. 

Salary range: Up to £40,000 (pro rata), dependent on experience 

Salary band: Manager 

Contract:  Permanent following three-month probationary period. Notice period is 
two weeks either side prior to passing probation, three months after. 

Pension:  Resolution will match any employee contribution between 3% and 6% 

Annual leave: 25 days pro-rata, plus UK bank holidays, plus three days off between 
Christmas and New Year. 
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How to Apply 
 
Recruitment timetable  
 
Closing date for applications: 14th February 
First interviews: 24th & 25th February 
Second interviews: 2nd March 
 
Applications 
 
Applications should be sent by email to claire.easterman@resolution.org.uk by 5:30pm, 14th 
February. 

Your application should include: 

1. A supporting statement, no longer than two pages, explaining why the role interests you and 
how you meet the criteria outlined in the job description. This statement is a critical part of your 
application and we strongly advise you to use this opportunity to convey your suitability for the 
post as specified in the person specification.  

2. Your CV with education and professional qualifications and full employment history. Please 
include your daytime and evening telephone contact numbers and e-mail address, which will be 
used with discretion. Please also include the names of two professional referees, including your 
most recent or last employer. Please note that referees will not be approached without your 
prior knowledge, and only following a successful application and final interview.  

We're a small team and, unfortunately, we'll only be able to acknowledge shortlisted applications.  

Interviews 

Applicants with the most appropriate mix of qualifications and experience will be invited to 
participate in the selection process.  

Those selected at that stage will be asked to come to Resolution’s Southbank office for interview. 
There will be two interviews – the first with the Operations Director, Communications Director and 
Chief Executive. For those who are asked back for the second interview, this will be with the 
Operations Director and Director of Communications.  

Appointment into the role will be made subject to satisfactory references.  

Further information 

If you have any questions about the appointment or the process, please do not hesitate to contact 
Claire Easterman on 020 3841 0300 or claire.easterman@resolution.org.uk.   

 


