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ROLE PROFILE       

       
ROLE PROFILE

	Job Title:       
PMO Analyst
	Current Job Holder(s):  

	Department:  
Digital & Change
	Date Created/By: 04/08/18 – Antony Harrison 


	DEPARTMENT DESCRIPTION

The Digital and Change team exists to identify, shape and deliver transformational change in processes, operating models and system enablement. Working collaboratively with a range of stakeholders, the team delivers end to end solutions that align to MPS strategy.



	JOB PURPOSE
The role of PMO Analyst is to work within and support the PMO Team including: tracking status of programme and project deliverables and milestones; supporting the adoption of the project lifecycle and deliverables; risk and issue co-ordination; monitoring the status of projects; coordination of the regular project and programme level reporting cycles; co-ordination of project governance arrangements (including quality assurance and stage gate preparation), post implementation reviews, and any ad hoc programme and project level workshops. 
Additional responsibilities include assisting the PMO Manager with defining and updating the project management processes, standards and governance, assisting project managers, contributing to quality reviews, and co-ordinating activities in support of quality objectives. 
At times the PMO Analyst may be asked to provide direct project support, when this is the case this will include, amongst other things, ensuring project plans and project documentation are complete and up-to-date, provide regular project status updates, help acquire the necessary resources and skills, and contribute to the delivery of business systems to meet identified business requirements.


	


	RESOURCES MANAGEMENT

Management responsibility for:  N/A
Reports to:  PMO Manager
Budgetary/financial framework:  N/A



	KEY RESPONSIBILITIES

Governance & Control 

· Implement governance standards across the portfolio, including tracking, monitoring and updating the status of project and programme deliverables.
· Manage the Portfolio level risks and issues register 

· Carry out quality review processes as required 
· Ensure the change control process is being applied across all projects. 

· Manage the portfolio lessons learned repository; attend and facilitate post implementation review meetings to identify key areas of improvement to be captured into the lessons learnt repository 

· Liaise with staff in other MPS Departments so that standards are implemented consistently.
· Support implementation of the quality strategy, including any processes and templates, across all projects 
· Co-ordination of sign-off of project deliverables in order to achieve stage gate approval
· Ensuring project plans are created and maintained, deliverables tracked against time and cost, and resource utilisation is monitored 

Planning, Reporting & Control 

· Work with the PMO manager to develop and maintain the project standards guide, seeking contributions from stakeholders to ensure that the standards meet best practice.
· Build and maintain the repository of project templates to support project delivery – use examples from current and past projects to identify best practice 

· Continue to evolve the processes and templates throughout the project lifecycle 

· Implement project standards across all projects in the portfolio
· Manage communications from the PMO mailbox including regular reporting cycle requests.
· Prepare consolidated material from project reports for monthly Executive review 
Ad Hoc Duties (may include)

· Work with project managers to ensure sound financial management and tracking. Tasks may include the raising of purchase orders, tracking through the approval process and transactional processing
· Requirement to book travel and accommodation
· Facilitation and attendance at portfolio level steering groups to capture actions and key minutes

· On-Boarding and off-boarding of team members within Strategic Change


	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Education/Qualifications/Training:

Educated to degree standard and/or hold relevant professional qualifications
Specific Experience Required:

· Previous PMO experience
· Experience of project/programme co-ordination 
· Experience or exposure to the end to end project lifecycle, or managing substantial parts of the project lifecycle 

· Experience of working within a structured project management framework 

· Knowledge of project management tools and techniques. 

· Good communicator – ability to communicate to and within a broad audience and converse with all levels

· Strong organisational skills – organising self and balance of multiple activities / deliveries

· Can process, manipulate, analyse and interpret data

· Can cope with the big picture and detail

· Able to think cross-functionally (not just one discipline)

· IT literate (MS Office, MS Project)
· Experience of working with Project Online would be beneficial although not essential

Abilities/Skills/Knowledge:

· Strong focus on results

· Resilient and determined

· Open to challenge

· Collaborative and co-operative

· Leads by example

· Take personal responsibility

· Happy to work within a project governance framework

· Good team player with a collaborative approach to working
· Strong organizational and planning skills
· ‘Can do’ attitude
· Proven stakeholder management skills




I confirm that this is a true and accurate reflection of this job 
JOBHOLDER  signature:

Print Name: 
Date: 
LINE MANAGER/SUPERVISOR signature:

Print Name: 
Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) signature: 

Print Name; 
Date: 
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