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POSITION OVERVIEW 
Job Title  Head of Project Management 

Reports to Head of Operations but working closely, in a matrix relationship, with 
the Director General and other Japan House London Directors, The 
Tokyo Liaison Team, and the Japanese Ministry of Foreign Affairs 
(MoFA). 

Line manages Works in a matrix environment of inter-disciplinary staff drawn from 
across the organisation - including Marketing and Communications, 
Operations, Corporate Development and Programming – to deliver 
specific projects. 

Contract  Initially, until 31 March 2024, with the possibility of renewal 

Location  Central London, Kensington W8 

Hours   Full-time 

Salary   Competitive Salary (depending on experience) 

 

 

INTRODUCTION TO JAPAN HOUSE LONDON 
Japan House is the new cultural home of Japan in London. 

Presenting the very best of Japanese art, design, gastronomy, innovation, and technology, it 
deepens our appreciation of all that Japan has to offer. Part of a global initiative led by the 
Japanese Ministry of Foreign Affairs, there are two other Japan Houses in Los Angeles and 
São Paulo. 

Located on London’s Kensington High Street, the experience is an authentic encounter with 
Japan, engaging and surprising even the most knowledgeable guests. 

The varied offer includes an exhibition gallery, events space, a Japanese restaurant and a 
retail floor of thoughtfully curated Japanese products. This is complemented by a diverse line-
up of exhibitions, events, workshops, and seminars. 

With a wide-ranging programme, Japan House celebrates Japan’s innovative, creative and 
technological merits, while shining a spotlight on the artisans, craftsmen, designers, 
performers, musicians and other professionals who are making waves both in Japan and 
around the world – from internationally renowned individuals, to emerging artists who are 
excelling in their field. 

Japan House aims to provide a forum for creative and intellectual exchange between Japan 
and the rest of the world, by inviting guests from all backgrounds and with a variety of 
interests to explore, interact with, and immerse themselves in Japan’s rich and diverse 
culture. 

 



Japan House London occupies three floors (approximately 3,000m2) in the stunning, seven 
storey Grade II* Listed Art Deco building that was once Derry & Toms department store on 
Kensington High Street.  

Arranged over three floors, the ground floor is largely commercial retail use offering a range 
of high-quality Japanese goods and a coffee counter. There is also a travel information hub 
run by the Japan National Tourism Organization (JNTO). In addition, ancillary back of house 
meeting and office space will be occupied by the Japan Foundation from autumn 2018. The 
first floor is mostly given over to a Japanese restaurant, Akira, with further back of house 
offices for the Japan H. L. Limited Secretariat, Japan Foundation and JNTO. The lower ground 
floor houses a 250m2 exhibition gallery; a multi-purpose hall fitted with seating for lectures, 
seminars, film screenings and special events; and a small library.  

The design concept of Japan House London has been developed by Wonderwall, one of 
Japan’s leading interior designers. Where possible, Japanese suppliers and products have 
been used throughout the design and construction project. This includes mechanical and 
electrical plant, lifts, building materials such as floor tiles, IT and AV equipment and loose 
furniture, fittings and equipment.  

The Japan House premises occupy part of the wider 99-121 Kensington High Street building 
which is maintained for the building’s owner by the landlord’s managing agent and its 
contracted Facilities Management service provider. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VISION FOR CHANGE 

Japan House will broaden appreciation of Japan’s special contribution to the 21st Century by 
creating enduring cultural, social and economic relationships between the peoples of Japan 
and the United Kingdom. 



PURPOSE OF THE ROLE 
This role is responsible for defining, planning and managing delivery of cross-organisational 
projects for Japan House London.  

The job holder will be expected to drive projects forward in coordination with the respective 
teams and management boards/committees, ensuring successful delivery and an effective 
handover following project closure. 

This role will focus on leading and providing expertise in project planning, initiation and 
approval, monitoring and evaluation, risk management, prioritisation, lessons learned and 
project closures.  

The role covers a full range of project management and support to drive work across the 
organisation. The project manager will work closely with various teams on new and ongoing 
projects. The role requires close liaison and relationship building with staff at all levels of 
seniority throughout the organisation, as well as external agencies and partners. 

 

ACCOUNTABILITIES 
• Contribute to Japan House’s business and budget planning process. 
• Ensure that Japan House meets its targets and support the delivery of organisational and 

strategic goals. 
• Engage, proactively, with Directors and other managers to identify opportunities for 

business improvements. 
• Management of projects with multiple delivery teams (may include internal staff, external 

contractors and experts). 
• Manage the Project Teams, provide input to performance feedback and goal setting;  
• Manage the administration for project submissions and approvals to MoFA via the Tokyo 

Liaison team through the agreed prioritisation and approval process, maintaining a pipeline 
of approved projects.  

• Ensures a clear and consistent approach is in place to manage risk with alignment to the 
Finance, Business and Corporate risk registers. 

• Collate qualitative and quantitative information on project performance for the preparation 
and production of project reports for internal management purposes and MoFA, as 
required.  

• Work closely other teams to devise, develop and deliver appropriate and proportionate 
systems to evaluate key activities at a project level. 

 

 

 

 

 



RELATIONSHIPS 
Internal 

• Director General 
• Executive team 
• Project teams for Programming, Marketing and Communications, Corporate 

Development, Finance and Operations 
 

External 

• Tokyo Liaison Team  
• Third-party contractors 
• Retail and Food & Beverage Partners and Other external service providers  
• Ministry of Foreign Affairs (Japan) and Embassy of Japan in London 

 

KEY DUTIES 
The postholder will: 

• be responsible for running projects across Japan House with the objective of ensuring all 
projects are delivered using a ‘best-practice’ delivery approach within the agreed scope, 
time, cost and quality; 

• oversee the portfolio of organisational projects, providing expert knowledge and support 
and monitoring progress and reporting on the portfolio status; 

• manage projects/programmes directly; 
• introduce and ensure the on-going development of Japan House’s international project 

delivery approach. 
 

The role is expected to provide: 

• strong leadership in a matrix environment in order to promote best practice in managing 
interrelated projects and programmes to ensure successful delivery; 

• ensure project resources have the correct toolsets and processes in place and that all 
relevant staff are trained and equipped to deliver successfully. 

 

The successful candidate will have: 

• strong project or programme management experience and excellent organisational skills; 
• the ability to liaise with people at all levels of the organisation; and 
• be a talented coach and mentor capable of developing the professional skills of the Team. 
 
 
 
 
 
 
 



PROFESSIONAL QUALIFICATIONS, KNOWLEDGE & 
EXPERIENCE 
 
Qualifications 

• A bachelor’s degree from an accredited college or university is preferred  
• Recognised formal project management qualification (PMP/APMP/Prince2/P30 or 

equivalent) is desirable. 
• Other relevant training, licences and certification are advantageous, such as trade based 

or Site Inspection NVQ, IOSH, COSHH, CITB or DBS 
• First Aid training beneficial 
 
Knowledge 

• Financial awareness, including budget management and procurement 
• Tendering for work and contracts 
• High level of proficiency in full MS Office suite  
• Use of other software systems beneficial 

 
Experience 

• Significant experience of Project Management including demonstrable skills in 
prioritisation and planning, as well as track record of delivering projects on time and 
within budget. 

• Experience of managing a range of projects, ideally including temporary exhibitions and 
international tours within a cultural organisation. 

• Experience of working with international projects and partners. 
• Ability to take ownership of Japan House’s Project Delivery Approach, its 

implementation, establishment and development. 
• Experience of providing input to organisational business and budget planning. 
• Team management and coaching experience with the ability to manage and motivate 

multi-disciplinary teams in a matrix environment. This should include the ability to work 
in a developing environment and to institute new standards, working methods and 
practices that result in improved efficiency and effectiveness whist maintaining morale 
and an enjoyable work environment for the team. 

• Capability to provide timely, accurate and relevant project reporting. 
• An understanding of Japanese culture and history would be an advantage. 
 

CAPABILITIES  
• Excellent written and spoken English, proficient to high business language standard is 

essential 
• Other language skills, including the ability to speak Japanese, are advantageous 
• Skilled at using evaluation and analysis and applying the lessons that have been learned. 
• Ability to work independently as well as collaboratively 
• A participative team player with an inclusive approach towards all colleagues 
• Excellent interpersonal and communication skills 
• Strong organizational, planning and problem-solving skills 



• Ability to multi-task and prioritize work, whilst paying attention to detail 
• Able to influence people whilst maintaining tact and cultural sensitivity 
• Excellent time management skills 
• A creative mind with an ability to suggest improvements 

 

QUALITIES 
Competent  expertise in professional, technical and specialist field  

Diligent  take ownership for completing tasks in accord with required specifications 

Trustworthy  personal responsibility and ownership for care of people, building, systems and 
assets 

Motivated ensuring team and individual performance targets are met 

Enthusiastic  passionate about the shared vision and mission 

 

WORK ENVIRONMENT 
• Office environment, with some duties carried out in JHL public spaces 
• Standard hours 9:00-18:00 per day, five days per week. 
• Out of hours work including evenings, weekends and Bank Holidays may be required 

dependant on the project schedule. 
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