CURRICULUM VITAE
Sandra Leivers – Project Manager, 9 Ashurst Road, Linacre Woods, Chesterfield, Derbyshire, S40 4XZ

Tel  01246 232059 / Mob 07704147468 / email:  sandraleivers@live.com
PERSONAL PROFILE

I am a positive and enthusiastic Project Manager who possesses excellent management, organisational and people skills.  Passionate about people and a confident communicator with the ability to communicate at all levels.  I thrive on challenge and embrace changes that make a positive difference.  I am a strategic thinker and innovator with the ability to adapt to different situations, a problem solver able to use her own initiative and work effectively under pressure.  A high achieving Project Manager with a proven track record of performance of self and in the line management of staff and volunteers, I have a high expectation of myself and those who work with me.  A committed enthusiast for working collaboratively with colleagues both internally and externally, to improve and maintain positive outcomes for people. I am looking for a new challenge and can start immediately.  
EMPLOYMENT HISTORY
2005 – 2010
Territory Manager, South & West Yorkshire - WRVS 
Salary  £29,000 + Car + pension
With Project Manager responsibilities for the performance and development potential of WRVS community volunteers projects across the region, promoting WRVS brand recognition through presentations and talks and growing the volunteer base.   Identifying development potential and sourcing grants/funding through Trust Funds, Local Authorities and PCTs.  Linking service development opportunities to Local, Regional and National Strategies.  Working collaboratively with managers across WRVS service structure to utilise expertise, experience and provide cost effective delivery.  Successfully tendering / applying for and managing Third Sector grants/funding contracts with Local Authorities, NHS Trusts and local and national grants funders. Developing positive and pro-active relationships with funders and strategic Third Sector and non Third Sector partner organisations to identify the potential for service development opportunities and partnership working.   Implementing service user needs assessment. Leading and motivating a team of staff and volunteers across a wide range of projects to deliver a broad range of services and activities, including befriending, transport, learning and social activities, small retail outlets, lunch clubs and meals on wheels services.  Implementing and monitoring quality standards, including business planning, budget and project development planning including fundraising, recruitment and selection of staff and volunteers, delegation, quality assurance, developing and implementing procedures, health and safety standards, food hygiene and performance management of staff.  
2004 – 2005 


Contracts Manager - Derbyshire County Council Social Services 

Salary  £32,000 + pension
Department

Managing a cross section of Supporting People Contracts, including Older People with Support Needs, People with Mental Ill Health, People with Learning Difficulties, Women at Risk of Domestic Violence plus others.  Implementing the Government Quality Assurance Framework (QAF) within provider contracts including Third Sector providers and auditing the standard.  Providing advice on contractual issues for the service, developing procedures for reviewing and compliance monitoring of contracts.  Managing a team of Purchasing Officers, within a performance management framework, developing and coordinating a Provider Forum Working Partnership, leading on consultation with service users and developing promotional literature.

2001 - 2004


Business Support Manager - Sheffield City Council Early Years 

Salary
£31,200 + pension
Education & Childcare Service

Managing the Business Support Team of four Business Support Officers and support staff, within a performance management framework.  Providing information and business support to small social enterprise employers.  Involved in the development of a Business Tool Kit for Child Care Providers across the region of Yorkshire & Humberside.  Responsible for identifying suitable training programmes to match business needs, sign-posting to relevant expertise.  Implementing Business Health Checks, encouraging and supporting sound business management practice and business planning.  Budget management.
1999 –2001
Project Manager - Sheffield City Council Early Years Education & 
Salary £25,000 + pension
Childcare Service

Project Manager for the implementation of the Neighbourhood Nursery Initiative within Sheffield. Managing a 1.5 million pounds European Regional Development Fund Project on behalf of a Third Sector, Private & Public sector partnership. Project Manager responsibilities included:- designing and delivering a capital and revenue grant application process and reporting mechanisms, supporting the Sheffield Early Years Development & Childcare Partnership to develop social enterprise providers through sustainable childcare provision in areas of deprivation and disadvantage.  Responsible for monitoring activity against specific targets, report writing, budget management, setting up systems and procedures to manage the project and compiling government office monitoring reports. Supporting infrastructure development of the Childcare Voluntary Sector.    Management of 5 staff, within a performance management framework.  

1997 – 1999
Service Manager - Leonard Cheshire Charity
Managing and developing a new service for a Third Sector provider.  Gained Derbyshire County Council Accreditation to provide a Domiciliary Care service in Derbyshire.  Business Planning, Marketing and Promotion, building relationships with funding agencies.  Setting up a new office and systems for management information.  Recruitment and training of staff, including induction, appraisal and staff development.  Also responsible for implementing and developing new procedures including Health and Safety and Risk Assessments.  

1996 – 1997
Account Manager - North Derbyshire Training & Enterprise Council (TEC)
Managing Business Accounts between local companies and the TEC.  Providing a supporting role for staff development within local companies.  Supporting companies in developing Business Plans and Training Needs Analysis.  Accessing information and providing contact between local companies and other support agencies.  Staff and budget management.
1994 - 1996
Project Manager / Employer Contracts Manager - TEC
Project Manager, responsible for the development and promotion of a new service to local business.  Setting up systems and implementing procedures.  Supporting companies in developing Business Plans and Training Needs Analysis. This role involved a high degree of internal marketing and motivation of teams across the organisation. Managing contracts with training providers, auditing quality standards.   Staff and budget management.
1992 - 1994
Project Manager - TEC 

Project Manager, responsible for implementing the Government’s Youth Credit and Modern Apprenticeship training initiatives in North Derbyshire.  Co-ordination between numerous stakeholders including  Job Centre, Schools, Business, Third Sector Organisations, Social Enterprise Organisations, Colleges Young People and Parents.  Managing contracts with training providers, auditing quality standards.   Staff and budget management.
Previous work history covers – Contract Manager for Government Adult and Youth Training schemes.  Placement Officer for Youth Training Scheme, Office Manager for Training Access Points, Supervisor for data preparation department, Data in putter.
CAREER RELATED TRAINING
Courses attended:  Project Management, Supervisory Management, Equal Opportunities, Financial Management and Control, Data Protection , Recruitment & Selection, Appraisal, Human Rights, Training Needs Analysis, Customer Care, Communication / Negotiation Skills, Presentation skills, Health & Safety Risk Assessment Principles and Practice,  Moving & Handling, Handling Difficult People/ Situations, Auditing, Management Development, Quality Assurance, Delegation, Handling Complaints, Grievance and Discipline, First Aid, Food Hygiene, Health & Safety..

Computer literate:  Competence in the following packages, Lotus Notes, Microsoft Office Applications, worked with a number of bespoke systems.
EDUCATION AND QUALIFICATIONS
2009


Level 3 Health & Safety (merit) / Level 3 Food Hygiene (merit)
2003


Quality Assured Business Support Officer (SFEDI)

2000 – 2001 

Management Charter Initiative (MCI) - NVQ Level 4   

1992


Sheffield Engineering Association NEBOSH - 10 day intensive course (marginal fail) 

1989 – 1990

Chesterfield College - NEBSM Supervisory Management

1988 – 1989

Parson Cross College - Certificate in Direct Training C & G 725

1988 – 1989

Chesterfield College - GCSE Sociology Grade B

1965 – 1970

Edwin Swale School.  No examination taken left school aged 15 years
INTERESTS AND ACTIVITIES
Walking, Theatre, Quiz Nights, Reading, WRVS Emergency Services Volunteer
PERSONAL DETAILS
Date of Birth
3 September 1954
Driving License
Full

Marital Status
Divorced

REFERENCES

Sue Collins, WRVS Head of Region, Yorkshire & The Humber, C/o WRVS, Beck Court, Cardiff Gate Business Park, Cardiff, CF23 8RP  Tel:07714898599
Linda Pearson, Business Link Team Leader, East Midlands Business Limited, Tapton Innovation Centre, Brimington, Chesterfield, S41 0TZ  Tel:  07976313421
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