
  
  
 

Project Support Officer (PSO) x 3 for the South East Hampshire Rapid Transit (SEHRT) and Air Quality 

(AQ) Programmes 

 

2 PSOs will work on the SEHRT Programme and 1 PSO will work on the AQ Programme 

 

Ref: 3022 - 4115  

  

Salary: Band 9 £32,233 - £35,744 

 

37 Hours per week 

 

Fixed term contracts for up to 2.5 years 

  

The Service  

Air pollution has serious effects on our health and environment. Improving the air we breathe in 

Portsmouth is a top priority for Portsmouth City Council and by joining us you can contribute to this 

aim. South East Hampshire Rapid Transit (SEHRT) and Air Quality (AQ) are working to improve 

reliability of services whilst promoting cleaner and more environmentally friendly methods to reduce 

carbon emissions, thus improving air quality in our city and towns. 

As a service we take pride in our work by valuing others, focusing on what's important so that we 

make a real and positive difference.  Our values are outlined in our Ways of Working and our Guiding 

Principles and if they reflect how you are and how you work then this could be the role that meets 

your expectations. 

  

The Purpose  

Reporting to the SEHRT/AQ Programme Management Office (PMO) Lead you will be responsible for 

the delivery of PMO processes, methodologies and functions that will provide a framework for the 

successful delivery of strategic programmes, projects and oversight of the portfolio in order to support 

effective decision making within the Regeneration Directorate. This will involve leading the design and 

business change implementation of processes, tools and templates that can be used across all 

programmes and projects; establishing and assisting in reviews to evaluate progress and ensure 

continuous improvement; and providing consultancy style advice and support in line with best 

practice.  

Working in a busy PMO team and environment you will be part of the team and need to be flexible, 

adaptable to change and very resourceful. 

 

What is the role? 

You will be required to deliver the following objectives: 



  
  

 Provide a consultancy service that offers advice and guidance on the most efficient and effective 

navigation through the project cycle 

 Compile details of existing and potential business-change programmes and projects in the 

portfolio 

 Develop a holistic communications strategy to keep the right staff informed on Programme and 

Projects 

 Introduce standards for timely Member and Senior Management reporting (including reporting to 

the Major Projects Board) 

 Establish a system for tracking benefit realisation 

 Establish skills competency frameworks for programme and project resources 

 Establish a consistent document management system for all projects 

 Create standardised PMO tools and templates and maintain an up-to-date list of corporate tools 

and templates for programme and project management and a review system to ensure they are 

fit for purpose and continue to be best practice 

 Establish a process map of all tasks and activities that need to be undertaken throughout the 

project lifecycle. In doing so identify barriers to progression 

 Conduct Gated reviews and health checks to monitor Programme and Project procedures and 

efficiencies 

 

Who is the person?  

You need to be/have:  

 Experience of working in a PMO 

 Excellent literacy and numeracy skills 

 Ability to work independently and at times with a minimum direction 

 Strong organisation skills and ability to work accurately and meeting challenging deadlines in a 

pressurised environment with competing demands 

 PRINCE2 Practitioner (desirable) or experience managing projects 

 P30 (desirable) or equivalent experience in Portfolio, Programme and Project Management 

 MS Project, Word, Excel, PowerPoint (intermediate level) 

 Experience of using PPM software (desirable) 

 Proven credibility and ability to work with senior managers 

 A good understanding of the structures, processes and governance frameworks across the City 

Council and experience of working in an environment that necessitates high levels of assurance 

and transparency 

 Strong interpersonal and communication skills; both orally and in writing 

 Ability to work collaboratively and build supportive relationships across all directorates 

 Ability to influence across all directorates 

 Strong analytical and problem solving skills 

 

Closing time/date, midnight on 23rd September 2020. 

Applications received after this may not be considered. 

Interviews will be held on 29th September 2020. 



  
  
 

General Data Protection Regulation (GDPR) 

As part of any recruitment process, Portsmouth City Council collects and processes personal data 

relating to job applicants. Portsmouth City Council is committed to being transparent about how it 

collects and uses that data and to meeting its data protection obligations under the General Data 

Protection Regulations (GDPR). 

Completing and sending an application in for a vacancy is your consent for us to process your data for 

the purpose of recruitment.  Your data is not used in any other way and you can withdraw your 

consent at any point in the recruitment process and we will destroy or delete your information.  

For more detailed information on what we collect, how we use, store, delete data and your rights you 

can access a privacy statement on our Job board.   

               

 

http://www.jobsatportsmouth.co.uk/job_search_results.aspx?jcid=0&jcd=All%20Jobs&src=job_search_category.aspx
https://www.facebook.com/learninglinks.southern
https://twitter.com/#!/learning_links
http://www.linkedin.com/company/portsmouth-city-council

