JOB SUMMARY


	ost Title
	Graduate Project Officer

	Job Family
	Organisation support
	Pay Range
	4
	Line Manager to others?
	No
	Role profile ref
	OSO40
	DMA Level
	1

	Service Area
	Resources Technology Services

	Line Manager
	PMO Lead 
	New Role?   Y 

	Location
	Aylesbury 


	Job Purpose 
To work with Project Managers and Business Relationship Managers (BRMs) to capture customer requirements, carry out project administration and support activities as directed including production of performance data.
To manage elements of some projects as directed by the project manager.
To manage, under supervision, some smaller projects.
To ensure work is carried out to agreed timescales and budget. 


	Job Context (key outputs of team / role to provide some specific examples of role profile accountabilities) 6-8 bullet points max

The post holder will support project  managers/BRMs through the lifecycle of projects. This will be achieved with successful project support including:

· Gathering of relevant information from customers to establish their needs

· Assisting with the production and delivery of project documents, reports and presentations Assisting with project planning and tracking progress to ensure that the project is delivered to the agreed quality.

· To assist in the management of project risks and issues.
· Provide business support to project / programme meetings. 
· Assisting with supplier and customer liaison
When assigned as project manager for small projects, the post holder will:

· monitor and manage all aspects of given projects as detailed in PRINCE2 and according to Technology Services processes
· work with relevant internal and external partners 
· produce relevant documentation
· manage risks and escalate issues 


	Knowledge, Skills and Experience

	Role Profile requirements.
	Job specific examples.

(if left blank refer to left hand column)
	Essential 
	Desirable

	Ability to work to deadlines and be flexible in work approaches.
	· This post will work to various deadlines set by Project Managers/BRMs and requires the holder to coordinate a wide variety of projects. 

· Project planning, tracking progress against the critical path to ensure that the project is delivered to the agreed quality.
	Essential
	

	To ensure targets are achieved the post holder needs to be well organised and able to coordinate and work to deadlines set.
	· Achieving set objectives / targets. 

· Compile, update and present the Risk management register.

· Assist with the completion of reports and presentations relevant to each project.

· Provide business support to project / programme meetings.
· Maintain Project Plan.
	Essential
	

	Provide expert advice and support to staff, colleagues and customers.
	· Expert advice is provided on the project, processes and systems within the area of specialisation.


	Essential
	

	
	
	
	

	Excellent communication and presentation skills
	· Establishing good working relationships is essential to the post holder ensuring the effective and timely delivery of all the projects, It also ensures that the project / programme manager is provided with accurate and up to date information as and when required.

· Interact with internal colleagues including senior management and external partners to build effective relationships.

· Deal with people at all levels confidently, sensitively and diplomatically.


	Essential
	

	Experienced IT user (MS Office, Project, etc)
	
	Essential
	

	Qualifications

	Role Profile requirements.
	Job specific examples.

(if left blank refer to left hand column)
	Essential 
	Desirable

	Degree or equivalent
	
	Essential
	

	Project Management Qualification – Prince 2 Foundation / Prince 2 Practitioner
	
	
	Desirable

	Other Requirements


	Decision Making Accountability

Budgets:

Is the role directly responsible for managing a budget? (please specify size and type of budget)

No

Is the role responsible for monitoring a budget (monitoring of a delegated budget under management direction)? (please specify size and type of budget)
No

Planning and Decisions:

What sort of deadlines does this person work to? Specify short, medium, long term

Short and medium

Is this post responsible for forward planning? Specify to what extent e.g. 6 months or 3-5 year planning 

Not applicable

Approximately how many posts are under the role’s reporting line? (including those that are managed directly and indirectly)

None
Which key stakeholders does the post holder have to work with to be successful in their role?

Colleagues, Users, Customers, Suppliers
What are the top 3 key decisions the post holder would be responsible for?

1. Best course of action to provide project related assistance to customers/colleagues
2. Prioritisation of all allocated tasks

3. Escalation of project related matters
What decisions are referred to the line manager?

Escalations -  workload and project related exceptions due to risks/issues. 

Contacts:

With whom does this post have regular work contact?

Colleagues, Users, Customers, Suppliers
For what reason? # delete as applicable and supply more information

Receiving or giving information? Y/N

Yes
Giving professional advice? Y/N

Yes
Negotiation? Y/N  If Yes please give an example:

Yes for project timescales
Where this is an existing post, please identify the changes to the post since it was last evaluated:
N/A



	The job involves travel for business purposes: Rarely (e.g. Quarterly)

Rarely 


	Organisation Structure 
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