WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE: 
	Portfolio Management Office (PMO) Support Officer.


	GRADE:
	Grade 5.


	RESPONSIBLE TO:
	PMO Manager.


	
	

	PURPOSE OF POST: 
	To support the WYFRS PMO and act as a source of guidance to WYFRS Project teams.
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MAIN DUTIES AND RESPONSIBILITIES OF THE ROLE

1. Maintain and update Microsoft (MS) Teams as a collaboration platform to support the work of PMO and project teams. 
2. Support the PMO manager with the facilitation of ‘Change Management Board’ meetings. Following the meeting produce and circulate minutes to a high standard.

3. Support the PMO manager with the facilitation of the ‘Change Support Network’ Group. Following the meeting produce and circulate a summary of key actions, review and maintain this action list.

4. As part of the Organisational Annual Planning Cycle support the PMO manager with the facilitation of the Strategic Review Workshop and Annual Strategic Workshop.
5. Assist project teams with advice and guidance on use of WYFRS Project Portfolio Management (PPM) framework within appropriate levels of authority.
6. Develop positive working relationships with stakeholders, including senior managers, project teams and external parties.
7. Ensure monitoring of project/programme plans and report task delays and take necessary action to alert key stakeholders.
8. Monitor Programme/Project Risk Action Issue Decision (RAID) logs and take necessary action to alert key stakeholders make updates/amendments as necessary with appropriate level of approval. 

9. Update and maintain the PPM framework document log of current tools and templates, highlighting and taking action on approaching review and retention periods of documents to the PMO Manager. 

10. Review and update WYFRS PPM framework templates in line with best practice and legislative requirements.

11. Undertake regular health checks of WYFRS Framework projects. Analyse findings of reports and make proposals to the PMO Manager and Project Managers providing assurance, support, and guidance where necessary.

12. Assist the PMO manager with designing formal project and change management training and support the delivery of courses.  

13. Update and maintain the Project training log to include analysis of project management qualifications and capabilities across the organisation.

14. Review learning logs from project managers and analyse findings. Communicate findings to the project community to share best practice and highlight learning points for future programmes/projects.

15. Update and maintain the project evaluation library. 
16. Undertake administration and creation of documents, spreadsheets, presentations, and any other recording tools deemed necessary by the PMO Manager. 

17. Carry out any research as deemed necessary to compile appropriate information. 
18. Proofread papers for accuracy and amend as necessary/directed.
19. Deputise for the PMO Manager as required. 
ORGANISATIONAL WIDE RESPONSBILITIES:
1. Adherence to the Core Code which sets out five ethical principles, based on the Seven Principles of Public Life.
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1. To Implement and promote the Authority’s:

a) Health and Safety policies.
b) Equality and Diversity policies.
c) Information Security Management System policies.
d) Safeguarding policies.
e) Business continuity policy and contingency arrangements. 
f) Policies related to General Data Protection Regulation and Data Protection Act 2018.
g) Commitment to maintaining our Customer Service expectations.
SKILLS AND EXPERIENCE REQUIREMENTS FOR THIS ROLE. 
	 
	Experience.
	Essential/ Desirable.
	Where Identified.

	1. 
	Demonstrable knowledge/experience of Project Management and an understanding of project terminology.
	Essential
	Application & Selection Process

	2. 
	Demonstrable knowledge of the Project Management Framework systems.
	Essential
	Application & Selection Process

	3. 
	Administration experience gained in an office environment.
	Essential
	Application & Selection Process

	4. 
	Proven background working with data.
	Essential
	Application & Selection Process

	5. 
	Experience of proof-reading documentation / data and amending to a high standard.
	Desirable
	Application & Selection Process

	6. 
	Demonstrable experience of working with Information Technology applications at an advanced user level - Microsoft Outlook, Word, Excel, PowerPoint, SharePoint, and Teams.
	Essential
	Application & Selection Process

	7. 
	Ability to take written minutes to a high standard.
	Essential
	Application & Selection Process


 

	 
	Education and Training.
	Essential/ Desirable
	Where Identified.

	8. 
	Project Management qualification at Introductory level or equivalent, P30 qualification.
                                       Or
Willing and able to undertake this qualification.
	Essential
	Application

	9. 
	GCSE Grade ‘C’ Maths and English or an equivalent level 2 numeracy and literacy qualification.
                                        Or 

Able to demonstrate an equivalent level of literacy and numeracy gained through life experience.
	Essential
	Application


 

	 
	Special Knowledge and Skills.
	Essential/ Desirable.
	Where Identified.

	10. 
	Excellent communication skills both verbal and written. 
	Essential
	Application & Selection Process

	11. 
	Demonstrable experience of working in a team and to tight deadlines.
	Essential
	Application & Selection Process

	12. 
	Ability to maintain confidentiality and use discretion, tact, and sensitivity as appropriate.
	Essential
	Application & Selection Process

	13. 
	Ability to maintain confidentiality and use discretion, tact, and sensitivity as appropriate.
	Essential
	Application & Selection Process

	14. 
	Demonstrate commitment to good data quality within all areas of work.
	Essential
	Application & Selection Process

	15. 
	Demonstrate an understanding of the importance of diversity and inclusion to WYFRS as an employer and service provider.
	Essential
	Application & Selection Process


Nov 2018 – JD updated/written.
1 Sept 2022 - Green Book Pay and Grading Changes.
9 January 2024. – JD updated.
