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Role Profile

	Job title:
	PMO Analyst
	Level:
	3.2

	Function:
	Finance
	Type of role:
	12 Month FTC

	Reporting to:
	David Youell
	Location:
	 Flexible

	About the Role:

	The newly formed Strategy & Change Office are building a strategic roadmap for NHSPS and require a multi skilled pro active PMO Analyst to support the function going forward.

Acting as the ‘front door’ for all new initiatives, this function will triage all new ideas generated to ensure they are fit for purpose, aligned with our strategic goals and asses the feasibility of delivering the change against the backdrop of our existing change estate.

We will also be acting as quality gate for all business cases/inception documents to ensure quality for the approval forums is maintained.

	Key Responsibilities:

	· Monitoring and updating progress against plans
· Liaise with the initiative owners of the strategic roadmap to ensure delivery is on track
· Support the formal governance processes for project reporting
· Recording progress in line with the reporting framework and escalating issues of concern
· Scheduling of project review meetings / calls.
· Supporting capturing and issuing key notes / actions arising from review meetings
· Set up and maintain project files and manage access permissions for SharePoint
· Establish and manage document control procedures
· Support co-ordination of inputs to the project’s business case
· Collect and report on budget actuals data and forecasts
· Update project / programme plans
· Assist with effective change management activity and interventions
· Assist with the compilation of reports, project reviews and stage gate approvals
· Monitor, analyse and co-ordinate programme and project RAID logs and lessons learned
· Adopt and help shape good project management practice

	Experience, Knowledge, Capabilities and Qualifications

	Experience
	Capabilities (skills/behaviours)

	· · Strategy Planning
· Project delivery
· Organisational / project governance
· Project reporting
· Risk and Issue Management
· Management of RAID logs
· Change control
· Stakeholder and change Management
· Dependency management
· Document management and GDPR
· Project planning (Collaborative)
· Project budget management (Cost / Benefits)

	· · Communication and engagement skill to a SLT/Exec level
· Process improvement
· Self-motivated and autonomous 
· Excellent IT skills and attention to detail 
· SharePoint management and administration 
· Good written and presentation skills 
· Highly organised and self-motivated 
· Energetic, enthusiastic, and proactive 
· Ability to prioritise work and meet deadlines 
· Role model and apply the NHSPS values and behaviours

	Knowledge
	Qualifications

	· · Project management methods
· Change management methods
· Budget management
· Benefits management
· Project governance
· Project controls and RAID logs
· Project reporting
· Stakeholder management
· Document management and GDPR
	· Desirable or working towards: 
· APM® - (PMF/PMQ) / Prince2 / Agile and or other project management accreditations 
· APMG® - Change Management Foundation and Practitioner 
· Prosci® - Change Management Practitioner


	Other information (travel, hours)

	
· Requirement for travel and cross-business visibility
· Resilience
· Integrity
· Flexibility
· Ability to work at pace
· Acts for the greater good of the organisation
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