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	Job Title 
	Head of Portfolio Management Office (PMO)

	Team
	Finance
	Grade
	Scale 13

	Reports to
	Section 151 Officer

	Date
	5 May 2025



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	Manage the corporate Portfolio Management Office (PMO) and line management of PMO staff.
Be the organisations lead on project and portfolio management; act as corporate expert providing strategic advice and guidance to the corporate leadership team, portfolio board, project boards and project managers.
Oversee and optimise the selection, prioritisation, and delivery of programmes and projects across the organisation, ensuring they align with strategic objectives, make effective use of resources, and deliver measurable benefits.
Provide direction to project sponsors, project managers and delivery teams across the organisation related to project delivery, corporate requirements and best practice.
Monitor programme and project progress across the portfolio, adopt new projects into the portfolio, commission changes and additional activities when necessary. 
Ensure continuous improvement of the Project Portfolio Management (PPM) function and development of project management capability and capacity across the organisation.





Key areas of focus:
	[bookmark: _Hlk146096760]1.
	Lead the PMO: Work across team boundaries to ensure the totality of council’s portfolio of projects aligns with the council's strategic objectives. Provide expert project and programme management advice. Ensure monthly reporting to the CLT Portfolio Board is an accurate reflection of the health of the portfolio. Facilitate an annual review of portfolio content, linked to the capital programme and financial cycles.

	2.
	Champion the PPM Framework: Lead the development and embedding of the new PPM Framework, inc. guidance and training. Work closely with CLT/SLT, project managers and key enablers to ensure project processes are fully aligned to established corporate processes, inc. Finance, Procurement, Legal, ICT and HR.

	3.
	Performance Reporting: To create, deliver and manage PMO dashboards and project approval gates, based on forward looking, robust, accurate and timely information and reporting, as required. Ensure management, reporting and forecasting of resources committed to, and spent, by projects are robust.

	4.
	Risk Management: Identify, assess, and manage cross cutting and aggregate risks associated with projects, implementing mitigation strategies as needed.

	5.
	Resource Management: Optimise the allocation of resources across projects, ensuring efficient use of financial, human, and technical resources.

	6.
	Coaching: Support the drafting of robust business cases to aid improved decision making while adhering to the Councils Constitution, Financial Governance Framework and all Policy and Procedures within as well as accordance with Delegation of Authorities.

	7.
	Continuous Improvement: Maintain, review and update the framework, guidance, training and templates, ensuring they are always improving, easily available and easy to use. 

	8.
	Stakeholder Engagement: Engage with key stakeholders, including staff and members, to ensure transparency and alignment.

	9
	Other: Undertake such other duties which fall within the range and capabilities of the post holder. This may include participation in Election Duties or Emergency Planning duties as requested by the Chief Executive or Corporate Management Team 





Additional information 
	[bookmark: _Hlk182910166]1.
	Line management and development of PMO staff.

	2.
	Corporate owner for the portfolio framework and templates, including project deliver standards.

	3.
	Responsibility to support the delivery of key projects to achieve the outcomes of the ADC Financial Strategy and delivery of a balanced budget.

	4
	Secretariate for the CLT Portfolio Board, creating and presenting the forward look of agenda items and managing the portfolio dashboard.



Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Portfolio, programme and / or project management certification or equivalent experience e.g. P3O, MSP, MoP, APM, PRINCE2.
	X
	

	Business analysis qualification or equivalent experience e.g. BCS Business Analysis.
	
	X

	Risk management or equivalent experience e.g. Management of Risk (MoR).
	
	X

	Experience (2 + years)

	Running a PMO; managing portfolios, prioritising initiatives and aligning with business strategies.
	X
	

	Managing complex projects and programmes across multiple teams.
	X
	

	Identifying and assessing risks; developing mitigations and contingency plans. 
	X
	

	Financial forecasting, cost tracking and ROI analysis.
	X
	

	Creating dashboards, KPI’s and performance reports for executive decision makers.
	X
	

	
Knowledge 

	Portfolio, Programme, and Project Management (P3M): portfolio management frameworks, programme and project lifecycles, governance and delivery methodologies; ability to assess project interdependencies, risks, and resource allocation across the portfolio.
	X
	

	Strategic Alignment & Business Case Development: how projects align with strategic goals and contribute to business value; evaluate and challenge business cases, ensuring they are robust and realistic.
	X
	

	Governance & Assurance: governance structures, stage gates, and decision-making processes; familiarity with assurance practices to ensure projects are on track and delivering expected outcomes.
	X
	

	Benefits Management: understanding of benefits identification, planning, tracking, and realisation; ability to support or challenge programmes on their benefits delivery.
	X
	

	Financial Management: basic to intermediate knowledge of budgeting, forecasting, and financial tracking across a portfolio; ability to interpret financial reports and support investment decisions.
	X
	

	Resource & Capacity Planning: resource management tools and techniques. Capacity planning and how to optimise resource utilisation across projects.
	X
	

	Risk & Issue Management: risk frameworks and how to escalate and manage risks at a portfolio level; ability to identify systemic risks and support mitigation strategies.
	X
	

	Reporting & Analytics: portfolio dashboards, KPIs, and performance metrics; ability to interpret data and provide insightful reporting to senior stakeholders.
	X
	

	Change Management & Stakeholder Engagement: organisational change management principles. Stakeholder management skills, especially with senior leadership and governance boards.
	X
	

	Behaviours

	Adaptability: Can react quickly to changing strategies or ideas. Promotes and facilitates change easily. Is able to navigate staff through periods of uncertainty with positivity.
	X
	

	Active Listening: Actively listens to understand specific challenges, building a rapport by showing empathy
	X
	

	Motivates Others: Recognises and utilises the strengths of those around them, listening and responding to ideas and displaying gratitude and positivity.
	X
	

	Supportive: Champions a supportive work environment, being available and listening with an open mind, demonstrating empathy
	X
	

	Competencies

	Leadership - A proactive strategic thinker who is able to lead a team or department to achieve goals and objectives by minimising conflict and inspiring, influencing and encouraging others.
	X
	

	Change Management - Ability to lead change projects that have an important strategic impact. Effectively plans for and manages their implementation, setting clear and measurable objectives.
	X


	

	Critical Thinking – Considers different perspectives, importance and relevance of information, and council needs, objectives and procedures in balance with risks, costs and benefits when making decisions and solving problems with strategic overview.
	X
	

	Influence – Understands the internal and external politics and is able to wield influence effectively, gaining support of others, and tailoring actions to achieve the impact needed.
	X
	

	Communication - Able to strategically communicate to all levels, often relating to contentious and complicated matters, respectfully, confidently, and appropriately.
	X
	

	Problem Solving: Responds well to pressure and is able to identify internal & external, issues & risks to council, consider solutions, and implement to support own/team objectives.
	X
	

	Decision Making – Analyses a variety of information from different perspectives using evidence rather than assumption to back up decision making.
	X
	

	Organisationally Aware - In addition to their own area, understands the work and objectives of functions of the council and contributes to the delivery of key strategic objectives. A detailed understanding and knowledge of working in a political environment is required on a regular basis.
	X
	

	Industry knowledge - Understands current issues related to relevant departments, sector and profession, to identify opportunities, threats and trends, and ensure compliance.
	X
	

	Other

	
	Yes
	No

	Does this role require a Basic/Enhanced DBS (Disclosure and Barring Service) check?
	
	X

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s license and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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