	Job Title:
Programme Management Office (PMO) Analyst


Purpose: To support the operation, development and implementation of Programme Management governance, processes and systems. This role will undertake periodic project reviews, risk analysis and project and programme reporting.
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Person Specification 
Date: 28 May 2021
	Essential Criteria

	
	

	EDUCATION
	

	Educated to degree level or equivalent (in a relevant subject), a recognised Project Management qualification or substantial experience in a major Project / Programme delivery environment.
	Application Form/ Certificate

	SPECIFIC KNOWLEDGE
	

	Understanding of the full lifecycle of projects with experience in the stage-gate process or other recognised Project Management methodologies. 


	Application Form/Interview

	Strong understanding of Project planning with the capability to be able to develop programmes in tools such as Oracle Primavera P6, Microsoft Project or similar applications. 


	Application Form/Interview

	Demonstrable IT skills (Microsoft Office and specialist project and programme management tools.).


	Application Form/Interview

	SKILLS & COMPETENCIES

	Ability to develop strong working relationships with project managers and other stakeholders in supporting a portfolio of projects.
	Application Form/Interview

	Ability to review challenge and assimilate complex numeric and verbal information from a wide variety of sources in the preparation of project and programme reports.


	Application Form/Interview

	Ability to apply analytical skills to complex scenarios, demonstrating attention to detail - ability to document and communicate requirements and processes.


	Application Form/Interview

	Must be able to demonstrate a high level of attention to detail. 
	Application Form/Interview

	Excellent communication skills – both written and verbal.


	Application Form/Interview


	EXPERIENCE


	Experience of multidisciplinary projects - such as engineering, construction, rail, ICT, business change.
	Application Form/Interview

	Experience of producing accurate and detailed reports to fixed deadlines.
	Application Form/Interview

	DESIRABLE



	Project Management Qualifications
	Application Form/Interview

	Experience of Risk Management tools and techniques
	Application Form/Interview

	Experience of a Programme Office Environment
	Application Form/Interview

	Experience of developing funding bids and/or Major scheme business cases
	Application Form/Interview


