
  
   
PMO Delivery Manager 
      
Ref no: 3259 - 4113 
 
Salary: Band 9 £32,233 - £35,744 
 
37 hours per week   
 
Permanent    
 
The Service  

 
The Programme Management Office (PMO) has become a centralised PMO offering advice 
and capability to the wider Regeneration Directorate. The PMO aims to: define and maintain 
the standards for efficient and effective project and programme delivery. The PMO work 
collaboratively with service representatives across the Directorate; project and programme 
management teams; and other key stakeholders (such as Finance, Legal, Communications and 
Democratic Services). The PMO are adaptive and flexible to service needs, recognising that 
one size does not fit all.  
 
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. 
 
 
What is the role?  
 
Reporting to the Head of PMO you will be responsible for supporting the set-up, 
implementation and day-to-day operation of a Programme Management Office within the 
Regeneration Directorate. You will play a proactive role in knowledge management to 
promote and implement best practice programme and project management methods, 
standards and documentation. In particular, this will involve: 
 

 Providing a consultancy service that offers advice and guidance on programme and 
project set-up e.g. provision of fast track programme/project mobilization support 
maintaining a bank of best practice knowledge and supporting the dissemination of 
that knowledge to the team. This will include building and maintaining a register of 
training courses internal and external; building and maintaining a register of PPM 
events - exhibitions, forums and seminars etc and building and maintaining a 
repository of high quality examples of programme and project documentation.  

 Developing and maintaining an MS Project Programme that captures all tasks and 
activities that need to be undertaken throughout the project lifecycle.  



  
   

 Developing PMO solutions to issues through tools and templates and associated 
guidance; testing and evaluating their effectiveness and efficiency and keeping an up 
to date log.  

 IS champion for agreed IS changes and processes  

 Set up of a consistent document management system for all projects.  

 Facilitating the adoption of PMO processes, tools and templates.  

 Supporting the delivery of gated reviews and health checks that test Programme and 
Project Managers are doing the right things at the right time and doing them well.  

 Deputising for the Head of PMO and adhoc duties as directed by the Head of the PMO.  
 
 
Who is the person? 
 
You need to be/have: 

 Excellent literacy and numeracy skills. 

 PRINCE2 Practitioner (desirable).  

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

 Experience of developing policies.  

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

 Experience of managing a range of projects.  

 Experience of implementing business change.  

 Strong interpersonal and communication skills; both orally and in writing. Ability to 
actively listen to feedback and constructively challenge at the right time. The ability to 
converse at ease with customers and provide advice in accurate spoken English is 
essential for the post. 

 A positive attitude combined with the ability to work collaboratively and build 
supportive relationships across all directorates.  

 Strong coaching and mentoring skills.  

 Strong analytical and problem solving skills.  

 Ability to work independently and at times with a minimal direction.  

 Strong organisation skills and ability to work accurately and meet challenging 
deadlines in a pressurised environment with competing demands.  

 Strong attention to detail.  

 Experience of contract and procurement processes.  
 
Closing time/date, midnight on 23rd September 2020. 
Applications received after this may not be considered. 
Interviews will be held on 29th September 2020. 
 



  
   
How to apply: Please see attached documents at the bottom of the Job page and ensure you 
fully read and follow the guidance so you fully demonstrate how you meet the points on the 
job profile. PLEASE DO NOT JUST SUBMIT A CV. 
 
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

