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Capital Programme Management Office (PMO) Lead Officer  
Service area: New Homes and Corporate Landlord Service
Grade: PO8
Reports to: Assistant Director of New Homes Development     
Your team: New Homes Development
Number of supervisees: 6
Our mission 
We are determined to create a more equal Islington, where everyone who lives here has an equal chance to thrive. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Key responsibilities 
· Lead the New Homes and Capital Delivery Services PMO function including managing and developing a team. 

· Work to enhance the reputation and perceived value of the project management office service within the Community Wealth Building directorate and key stakeholders

· Agree and track performance against programme targets, budgets, and other constraints to deliver a high-quality homes and services for Islington residents. 

· Conduct continuous assessment of current practices and systems and drive performance improvement. 

· Ensure communication to senior management in Community Wealth Building in relation to the team’s remit, roles and responsibilities, and processes. 

· Provide reporting and insight to the organisation where required, and to Leadership Teams as requested. 

· Champion use of the latest technologies for project and programme reporting, including low-cost in-house solutions setting out benefits and efficiencies.

· Ensure risks are effectively captured and managed across the programmes, aligned with audit and the wider organisation.

· Establish processes, standards, templates and guidelines around project delivery and work with the project delivery teams, and senior management responsible for project delivery, to ensure the programme assurance framework is being correctly applied by projects. 

· Coordinate and run programme governance meetings within the Directorate and maintain actions and decision logs.  

· Work alongside senior management responsible for project delivery to identify where projects are at risk of slippage against schedule, scope, or budget, or have risks and issues which are not being fully addressed.

· Provide coaching and guidance to Project Managers and act as a subject matter expert for project management best-practice, methods, processes, tools, templates and standards.

· Oversee the project lifecycle Gateway process and undertake project schedule and documentation reviews to ensure key deliverables are at the appropriate standard. Hold project managers to account for the quality of their deliverables. 

· Conduct project audits and checkpoint assessments to ensure projects are structured and managed appropriately to successfully manage the risk of not delivering to time, cost and quality. 

· Work with Project Managers to facilitate Lessons Learned workshops and document findings as part of the organisational learning and continuous improvement role 

· Manage processes to fulfil external stakeholder reporting requirements and audits.

· Provide insight to the Community Wealth Building leadership team by analysing information to provide a strategic overview of all projects and interdependencies, reporting areas of concern, themes, and trends. 

Resources and Financial Management 
Ensure effective Financial Management, cost controls and income maximisation in an ever-changing environment, fluctuating demands and priorities. Ensure resources are well managed and effectively deployed to the best possible effects assuring value for money in all activities.
Compliance
Ensure legal, regulatory and policy compliance under GDPR, Health and Safety and in area of your specialism identifying opportunities and risks and escalating where appropriate.
Work style 
Flexible

Person specification
You should demonstrate on your application form how you meet the criteria. Please ensure you address all the criteria as this will be used to assess your suitability for the post.  
Essential criteria
[bookmark: _Hlk135838759]Qualifications
	Essential criteria
	Criteria description
	Assessed by

	E1
	Educated to degree level or commensurate business qualification or demonstrable work delivered to degree level standard
	Application

	E2
	Professional Programme/Project Management Certifications e.g. APM/PRINCE 2/MSP/P3O, MOP
	Application


Experience
	Essential criteria
	Criteria description
	Assessed by

	E3
	Minimum 5 years’ experience in roles within Project/Programme Management office, preferably providing a range of programme assurance functions over capital projects, with the confidence to instruct and guide project/programme managers and advising on project planning, tracking and control, schedule & risk management, communication, governance, and reporting
	Application/Interview

	E4
	Experience of operating in a complex organisation, preferably local government, with structured governance requirements and of implementing effective governance processes and monitoring to provide necessary oversight and clear decision-making in relation to capital projects
	Application/Interview

	E5
	Experience of proactively delivering change and improvement, understanding priorities and challenges, and bringing internal stakeholders on the journey
	Application/Interview

	E6
	Extensive experience of financial budgeting, planning, forecasting, analytics and management reporting across complex portfolios, programmes and projects
	Application/Interview

	E7
	Experience of providing reports and assurance to a variety of stakeholders to meet their needs, from high level dashboards to detailed performance and financial reports
	Application/Interview

	E8
	Experience of creating and implementing continual professional development and training programmes for programme and project managers across differing levels of experience and expertise
	Application/Interview



Skills
	Essential criteria
	Criteria description
	Assessed by

	E9
	Strong and effective communication and collaboration skills 
	Application/Interview

	E10
	Ability to communicate effectively across all levels of an organisation to encourage people to adopt new ways of working to improve service delivery 
	Application/Interview

	E11
	Ability to prepare and present programme updates to a range of audiences, including Senior Managers and Elected Members
	Application/Interview

	E12
	Ability to confidently and assertively engage Project Managers and other project stakeholders to maintain oversight of progress, status, spend, issues and risks on all projects across a large portfolio and manage gateway approvals and change control.
	Application/Interview

	E13
	Attention to detail to ensure quality and accuracy of project reporting / deliverables and ability to analyse data sets to identify issues and trends
	Application/Interview

	E14
	Strong stakeholder management experience at senior level, political sensitivity, and good emotional intelligence
	Application/Interview

	E15
	Ability to lead, motivate and performance manage a team to deliver successful outcomes
	Application/Interview

	E16
	Excellent IT skills, ability to use corporate data monitoring and information management tools and a suite of Microsoft desktop applications
	Application/Interview



Our accreditations
Our accreditations include: the Healthy Workplace award; Timewise; London Living Wage Employer; Disability Confident Committed; The Mayor’s Good Work Standard; Stonewall Diversity Champion; and Time to Change.
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