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CPMO Associate Project Manager – Band 7						
Recruitment role summary and candidate profile

	
About this role

The Corporate Portfolio Management Office (CPMO) is responsible for the provision of a range of services across the NHS Digital portfolio including planning and reporting, assurance, governance and approvals and benefits management. 
A critical element in the success of the CPMO function is to ensure it engages effectively with business areas particularly the Technology Transformation Portfolio (TTP) to provide advice and guidance, seek feedback, share information / best practice and to ultimately add value. An exciting opportunity has arisen for a driven and motivated individual to join the CPMO who will play a lead role in establishing effective relationships with business areas. 

The Associate Project Manager will:

· engage effectively with business areas to provide advice and guidance, seek feedback, share information / best practice. 
· support business areas in providing control over the programme and project lifecycle through governance and assurance products for their directorate /programme/service. This includes managing and supporting Assurance and Gateway Reviews
· [bookmark: _Hlk527990210]work together with the CPMO team and business areas to create reporting that provides greater insight and analysis. 

	
About the team
                                        

     
(Example structure for illustrative purposes. Exact structure may vary by team)

	· analyse scenarios and respond in high pressure, reactive situations such as short notice requests for information to support the senior management team e.g., Key Performance Indicators (KPI) Reports, Annual Business Plan.
· support review of programmes and services, assisting any implementation activities and creating appropriate Governance structures, metrics and reports as required.
· support the improvement, quality and consistency of work products and reports across the Portfolio Partnering team.

	
About You


	
Professional Competencies 


· [bookmark: _Hlk51923497]Portfolio, Programme and Project Management: Support the management of a portfolio of programmes/projects within a large complex programme environment.


· Stakeholder Management: Proactively engage and manage stakeholders using strong interpersonal skills. This includes developing and maintaining effective and credible relationships with own team, and internal and external customers.

· Information Analysis: Prepare and present quality information and analysis to senior managers and stakeholders.

· Reporting: Communicate complex information within the scope of the responsibilities e.g. high quality reports, programme updates and information, to a range of internal and external stakeholders and colleagues in a variety of different formats, tailored to meet the needs and expectations of different audiences.

· Program Assurance and Gateway Reviews Support programmes as they progress through the programme life cycle and participate in Assurance Gate Reviews 

· Leadership and Problem solving: Provide expert advice regarding the delivery and management of programmes and projects, particularly in terms reporting requirements, planning, risk and issue management and benefits realisation.


	
Knowledge, Skills and Qualifications

Qualification required.

· Educated to Bachelors or equivalent

Knowledge required.

· Demonstrable knowledge of project management methodologies such as Prince 2, Agile or equivalent

Skills required.

· Proven ability to support portfolio and programmes in their development and execution of governance frameworks, assurance approaches and reporting.
· Ability to write and constructively review programme documentation associated with the development and deployment of largescale systems.
· Ability to present quality information and analysis for senior managers and stakeholders.
· Experience of acting as point of contact for programmes and manage stakeholders using strong interpersonal skills. 
· Experience in the delivery of programmes and projects, particularly in terms of reporting requirements, planning and dependencies, risk and issue management and benefits realisation.











	
Values and Behaviours 

· People Focused: You value and promote positive relationships with colleagues, customers and the public and are responsive to their needs.
 
· Trustworthy: You act with integrity, impartiality and openness and in the best interests of the public.

· Professional: You deliver on your commitments by applying the highest levels of expertise, conduct and personal responsibility.

· Innovative: You actively embrace change and bring new ideas to deliver excellent services for your customers and better outcomes for the public.


	
About the Benefits


	
The Opportunities 

· You can contribute to our organisation-wide Portfolio, Programme and Project Delivery (PPPD) Professional Group which encourages members to take the time to focus upon Continuous Professional Development. 

· You will build up a strong portfolio of experience working across multi-disciplinary delivery teams

· You will benefit from a real commitment to your personal and professional development. A twice yearly Performance Development Review process focuses upon your professional competencies and identifies opportunities for improvement.

· Our staff use the Civil Service Learning portal which allows access to the best training courses across government.



	
The Terms and Conditions 

· A competitive salary.

· Flexible working applications considered.

· Family friendly benefits.

· Annual leave starting at 27 days per annum plus statutory bank holidays rising to 33 days with service.

· An excellent contributory pension scheme.







This role profile is an extract taken from the full job description of Junior Project Manager
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