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Records Digital Datashred Relocation ‘Technology




	Job Title
	Change Manager

	Department.
	Strategic Operations

	Location
	Hybrid working

	Reports to (direct)
	Head of Strategic Operations


Objective of the Role
Working as part of Datashred’s Strategic Operations team, you will have responsibility for assisting the business with the management of projects through their life cycle.  
Key Responsibilities: 
· Working with project sponsors on tracking the delivery of certain projects

· Actively work alongside with project sponsors in assisting with the delivery of specific projects.  
· Project types

· Acquisitions
· System based Projects and integrations
· Operational changes 
· Continuous Improvements
· Carry out requirements gathering, process mapping and all necessary change lifecycle activities
· Work on mapping the as-is and to-be processes.
· Develop effective relationships with Operational stakeholders, ensuring their requirements are understood and their interests are protected, and they are regularly communicated to.

· Impact assessments on change, build stakeholder matrices and engage relevant Stakeholders.
· RAID management, Risks, actions, Issues and dependencies.
· Responsible for document control and ensure ISO standards are met.
· Identify exit criteria and measures of success for change.
· Ensure that all relevant reports and data are delivered within agreed timeframes.
· Deploy a range of continuous improvement methods and drive data driven decisions to the approach

Skills, Knowledge & Experience
· Planning and organising 

· Action orientation – completer finisher

· Experience of influencing and engaging key stakeholders and can confidently communicate at all levels.
· Excellent analytical skills, ability to interpret complex data 

· Methodical and creative approach to problem solving.
· Strong Microsoft excel skills highly desirable along with other office systems such as Powerpoint, MS projects  
· Accountable and can stand by decisions with a track record of ‘delivering what is promised’.

· High level of commitment and ability to work effectively under pressure.
· Ability to work at a fast pace, in a dynamic environment, meeting strict deadlines
Health & Safety Responsibilities
•
Adhere to all Company Policies and Procedures contained in the Information Security, Environmental, Health and Safety and Quality Management Systems. 
•
Report any Information Security, Environmental, Health and Safety and Quality incidents immediately.
Managers are responsible for training staff on Company Policies and Procedures contained in the Information Security, Environmental, Health and Safety and Quality Management Systems
	APPROVALS:

Line Manager 

Name: ………………………………………………...

Signature:
Date:……………………………………………
	Post Holder

Name: ……………………………..………………………..

Signature:…………………………………………

Date:………………………………………………


Change Analyst 
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