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PROJECT MANAGER 
JOB DESCRIPTION 

 
Job title:   Project Manager, May Measurement Month  
 
Salary range:   £32,000-£34,000 per annum depending on relevant experience 
 
Responsible to: International Society of Hypertension (ISH) President 
 
Day to day reporting to: The ISH Secretariat team 
 
Key working relationships: May Measurement Month (MMM) Management Committee from 

the ISH and President & CEO of World Hypertension League 
(WHL), MMM Advisory Board, MMM Country leaders, ISH 
Secretariat, Chairs of the ISH International Forum & the 5 
Regional Advisory Groups (RAGs). 

 
Contract: This is initially a full-time, fixed term contract for nine months in 

the first instance with a view to extending the contract subject 
to the success of the campaign. 

 
Hours of work: The standard hours of work are 37.5 hours per week, from 09.00 

am to 5.30 pm with one hour for lunch.   
  
Location: ISH Offices at The Conference Collective Ltd, 8 Waldegrave 

Road, Teddington, Middlesex, TW11 8GT 
 and Imperial Clinical Trials Unit (ICTU), London 
 
Timeline: The successful candidate will be required to start work no later 

than early January 2016 
 
 
 
Background: 
 

Established in 1966, the International Society of Hypertension (ISH) is a membership organisation 
and charity committed to promoting and encouraging the advancement of scientific research and 
knowledge and its application to the prevention and management of heart disease and stroke in 
hypertension and related cardiovascular diseases around the world. 
 
The World Hypertension League (WHL) is a charitable organisation comprised of national and 
regional hypertension societies.   
 

On the occasion of its 50th Anniversary, the ISH identified the need to raise awareness as a key 
issue in the fight against raised blood pressure (BP).  In collaboration with the WHL, the ISH plan 
to facilitate the expansion of World Hypertension Day (WHD) into a month of global BP 
measurement - ‘May Measurement Month’ (MMM) starting in 2017. The MMM campaign is a 
cross-sectional survey of the blood pressures (BPs) of at least 25 million volunteer adults (age ≥ 18 
years) who have not had their BPs measured since April 30, 2016. The target is to collect data 
from 100 screening sites in at least 100 countries throughout May 2017. 
 
The purpose of the post: 
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We are now seeking an experienced Project Manager to support this exciting project.  The post 
holder will undertake the day to day management and implementation of the MMM campaign. He / 
she will be responsible for all aspects of project coordination, together with data management, to 
ensure that the campaign is conducted to the highest scientific and ethical standards, as well as 
delivered on time and within budget constraints. The role will include campaign follow up including 
management of the screening data analysis. The post holder does not necessarily need to have a 
medical background but ideally should have ideally have a scientific background and relevant 
marketing and project management experience. He / she may also be required to travel both within 
the UK and overseas on occasion. 
 
Key responsibilities and duties:  
 
Project Coordination 

 Develop standard operating procedures (SOPs) for the initiation and coordination of the 
campaign.  

 Be responsible for all coordination and administrative activities, to ensure the efficient 
running of the campaign and deliver the MMM KPIs, aims and objectives. 

 Establish and maintain good communication between all key stakeholders e.g. MMM 
Management Team, industry collaborators, research and academic collaborators, RAG 
Chairs and leaders and staff at participating sites. 

 Develop and maintain the MMM campaign Master File. 

 Contribute to the development of all MMM documentation, under the guidance of the 
Management Team and other stakeholders.  

 Establish contact with leaders within individual countries and liaise with these people to 
ensure that screening sites are set up, staffed and equipped within their respective country. 

 Ensure on-going adherence to the requirements of relevant regulatory bodies for each 
screening site including the collection of national ethical approval if required. 

 Convene regular virtual meetings with MMM key stakeholders and provide minutes, updates 
and supporting documentation.  

 Provide support for the stakeholders undertaking measuring activities according to the 
project plan and in line with the campaign risk assessment. 

 Collate and circulate activity reports from all country leads and ensure action points are 
followed up with sites in a timely manner. 

 Budget management under the guidance of the MMM Management Team. 
 
Marketing 

 

 Write and maintain content for the dedicated MMM website pages. 

  Actively engage in all social media platforms to promote the campaign globally. 

 Communicate the aims and objectives of the campaign and encourage engagement to all 
stakeholders. 

 Assist with the production of media information to highlight the campaign objectives and 
results. 

 
Translational 
 

 Write, maintain and adhere to SOPs for data collection. 

 Keep up to date a tracking system for all screening activity. 

 Facilitate the timely collection of results. 
 
Documentation and Data Management 
 

 Develop and maintain the campaign database. 
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 Produce a project plan and activity reports to manage timely and efficient procedures for 
collection, computer entry and verification of all participant data, raising queries for missing 
or incomplete data as appropriate. 

 Ensure quality and completeness of data using appropriate quality control measures. 

 Assist in the production of written reports as required by the MMM Management Team. 

 Assist in preparation of presentations and content for publications. 

 Communicate to the country leaders the need for all screening sites to observe all local 
health and safety requirements including production of risk assessments where required. 

 Update content of the MMM App and ensure all data is collected on time and in a consistent 
manner. 

 Arrange for alternative collection methods where it is not possible to utilise the MMM app.   

 Ensure all documentation is translated or adapted locally to maximise the global impact of 
the campaign. 

 
General 

 

 Be familiar with the relevant clinical literature and keep up-to-date with literature relating to 
BP research, ISH and WHL activities.  

 Perform any other duties which may be required by the MMM management team for the 
satisfactory delivery of the project. 

 
 

Other Duties: 

 To observe and comply with all the employer's policies and regulations, including the key 
policies and procedures on Confidentiality, Conflict of Interest, Data Protection, Equal 
Opportunities, Ethics related, External Interests, Financial Regulations, Health and Safety, 
Information Technology, and Smoking. 

 

This job description is not exhaustive and the post-holder may be required to undertake 

other duties, which are broadly in line with the above key responsibilities. 

We are committed to equality and valuing diversity. 
 
 
PERSON SPECIFICATION 

 
Qualifications  
 
Essential 

 University degree or equivalent in a biomedical/scientific or allied field. 
 

Experience and Knowledge  
 
Essential 

 Proven relevant experience in similar projects. 

 Working knowledge of the Data Protection Act and Research Governance Framework 
legislation and proven ability to apply these to the coordination of this project. 

 Evidence of observing regulatory and ethics submissions. 

 Experience of creating protocols, information sheets, electronic databases and other 
relevant project management documentation. 

 Evidence of strong IT literacy (MS Office).  

 Experience of data entry and data management processes. 
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 Social Media. 

 Marketing and communication. 
 

Desirable 

 Evidence of working in clinical research.  

 Evidence of marketing and campaign management. 

 Evidence of working in health promotion. 
 

Abilities and Skills 
 
Essential 

 Evidence of effective communication, presentation and inter-personal skills. 

 Proven ability to organise and prioritise workload to meet deadlines. 

 Proven ability to work independently as well as part of a team. 

 Ability to work accurately and methodically with a meticulous attention to detail. 

 Creative approach to problem solving. 
 

Other  

 
Essential 

• Willingness to travel within the UK and overseas 
• Flexible approach to working hours 

 
 
APPLICATION GUIDANCE 
 
Please read the person specification carefully and describe, as part of your application, how much 
you feel you meet each of the criteria.  
 
To apply for this role please send your CV with a covering letter explaining why you are the right 
person to be considered for this position to personnel@conferencecollective.co.uk 
 
Visit www.ish-world.com and www.worldhypertensionleague.org 
 
 
Thank you for your interest in this post. We look forward to receiving your application.    
 

Deadline for receipt of applications is Monday 12 December 2016. 
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