Role Description
	NAME:                

	

	JOB TITLE:
Portfolio Officer

	

	REPORTS TO:
Change Portfolio Manager

	

	LOCATION:        London/Swansea 
GRADE:              4




	Purpose
The main aims of the Portfolio Officer role are: 
· to work closely with the change team to successfully deliver the portfolio of business and technology projects, with specific responsibility for ensuring that all projects adhere to agreed governance guidelines; 
· to monitor and report on all active projects within the portfolio and provide detailed updates to the Change Portfolio Manager to support timely and strategic decisions on portfolio management;
· to act as an ambassador of accepted good practice in all aspects of ERS project management, reporting and governance.
Key Activities
· Maintenance and ongoing improvement of project and programme reporting outputs and mechanisms.
· Work with the project leads to guarantee timely, high quality and fit for purpose reporting for key stakeholders.
· Co-ordinate and control the progress of projects through approved governance processes, to support effective executive decision making.
· Management of the portfolio risk and issue log and its reporting at portfolio level to the Executive
· Track and record key actions, decisions and principles made at the Change Board
· Ensure that all project and programme documentation is completed and appropriately stored

· Ad hoc administrative support to change managers as and when required 


	Essential Competencies and Behaviors
· Well organised and able to work independently, with the proven ability to prioritise tasks and deadlines whilst also carefully managing a busy and challenging workload.
· Solid analytical skills, with the ability to interpret lengthy or complex data 
· High attention to detail and ensures a high degree of accuracy in all tasks, taking ownership and responsibility for quality of outputs 
· Excellent communication and presentation skills, and demonstrates the knowledge and confidence to provide appropriate challenge where necessary
· Tenacious approach to meeting deadlines and supports team members to deliver high quality outputs   

· Able to work effectively with and influence employees at all levels
· Demonstrable knowledge of change or project management approaches and tools, and phases of the project lifecycle. 
· Good business acumen and maintains a keen understanding of organizational issues and challenges 

· Strong capability in all MS Office tools
Desirable Attributes

· Educated to degree level or equivalent

· Previous experience working within a project management office.

· Qualification in project or programme management methodology and practice (e.g. PRINCE 2/ Agile/ MSP/ APM).

· Qualification in change management methodology and practice.



Jobholder Name (PRINT)…………………………………………………………..

Jobholder Signature..................................................
Date:……………….

