Girlguiding Job profile

	Basic job details
	

	Job Title: Programme Management Office (Manager)  

	Reports to:  Digital Futures Programme Manager

	Digital Futures 
	Directorate: Strategy, Digital & Transformation

	Overall purpose of job

	· Under the direction of the Digital Futures Programme Manager, to manage the portfolio of projects which support the delivery of the Digital Futures Programme

· To manage and continuously improve the PMO function f the programme. To align with the Portfolio within the Transformation Team.

·  
  






	Main areas of responsibility

	
1. To ensure appropriate governance frameworks, processes and templates for programme, and project management. Using established best practice methodologies such as Management of Portfolios, Managing Successful Programmes (MSP), PRINCE2 and PRINCE2 Agile.
2. To ensure a register of programmes and projects is maintained, including their status, priority, strategic alignment, and risk profile, using appropriate P3M tools.
3. To ensure each project develops and maintains the high-level project artefacts (plans, RAID logs, financial plans, etc.) and actively manage progress against plan.  
4. To oversee the production of management information and reporting to programme and portfolio boards to provide assurance on delivery, and to facilitate informed decision-making.  
5. To ensure project and programme boards have clear terms of reference and can function smoothly.
6. To provide an assurance function on selected projects and programmes, acting as a critical friend to the project manager and project lead. 
7. Alongside the Senior Delivery manager, lead regular meetings with project managers to monitor and review project delivery against plan, and to provide challenge on overall project performance, agreeing any necessary remedial actions.  Escalating risks as required to programme and portfolio boards.
8. To support business planning for annual portfolio of strategic change projects and in-year portfolio reviews, including budgeting and project prioritisation. 
9. To work alongside the Programme Manager in managing resourcing for the programme. Including recruitment. 
10. To maintain effective working relationships with project and programme leads, Digital Futures Programme Board and Project Boards and other key stakeholders.  
11. To provide a flexible and customer-focused service through engagement with stakeholders and promoting the work of the Programme.
12. Oversight of budget management for all projects within the Digital Futures Programme. 
13. To establish a plan for developing the PMO and improving P3M capability within the organisation, including continuous improvement of P3M processes and templates. 
14. To agree metrics for measuring performance of the portfolio and PMO.
15. To co-ordinate project closure including capturing lessons learnt to provide a central resource for use in future projects.
16. To ensure programme benefits are identified and quantified against the capabilities from within the Business Case.  
17. To work with Digital Futures Programme Manager to ensure transition plans are in place for each project, including change management activities. 





	Additional information

	To undertake any other duties that may reasonably be required to fulfil the duties of this post.

Two evenings working per month and one weekend working per year are required, for which time off in lieu will be given.



 Person Specification

	Criteria
	Assessment/Interview/Test

	Essential or Desirable

	Skills

	1. Proven ability to successfully manage a portfolio or significant programme of projects from inception to transition to business as usual and benefit realisation, using best practice methodologies
	A/I
	Essential

	2. Strong interpersonal skills, including building productive relationships with colleagues at all levels, stakeholders, and suppliers, and using influencing skills to gain agreement and to resolve conflict
	A/I
	Essential

	3. Strong communication skills: ability to present both written and verbal information via presentations, briefings, and reports, and to run meetings and facilitate workshops
	A/I
	Essential

	4. Demonstrable leadership skills, ideally working in a matrix environment, with proven ability to create a sense of community amongst members of the portfolio management office (PMO) and wider project teams 
	A/I
	Essential

	5. Sufficient expertise and credibility to advise project leaders and sponsors and to assist senior management to reach decisions
	A/I
	Desirable

	6. Excellent organisational skills – ability to manage a complex workload for self and team and to reprioritise as required to meet deadlines
	I
	Essential

	7. Good numeracy and analytical skills, with excellent attention to detail and good problem-solving ability
	A/I
	Essential

	8. Highly proficient IT skills in Word, Excel, PowerPoint, and MS project
	A
	Essential

	9. Self-motivated and a self-starter, being comfortable with driving change
	I
	Desirable

	Experience of

	10. Working in a programme or portfolio management office, coordinating delivery of a group of projects
	A/I
	Essential

	11. Managing a team, and developing staff
	A/I
	Essential

	12. Working in a cross-discipline team/matrix structure and of matrix management 
	A 
	Desirable

	13. Working on programmes involving significant business change and managing projects through their whole lifecycle
	A/I
	Essential

	14. Defining and delivering benefits realisation for projects and programme
	A/I
	Essential

	15. Programme and project level financial management
	A/I
	Essential

	16. Managing the development and continuous improvement of templates, tools, and processes to support effective project management 
	A/I
	Essential

	Knowledge

	17. A professional qualification in project management (e.g. APM, PMQ, PPQ or Chartered Project Professional, MSP or PRINCE2) or equivalent experience in using project/programme management methodologies
	A/I
	Essential

	18. Commitment to keeping up to date with developments in project management field
	A/I
	Essential

	19. Good knowledge of budgeting and resource allocation processes
	A/I
	Desirable

	20. Basic knowledge of procurement processes and managing suppliers
	A/I
	Desirable

	21. Understanding of data protection principles
	A/I
	Desirable

	22. A practical understanding of diversity and inclusion at work
	A/I
	Essential



A = Application Form    I = Interview   T = Test 
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