Job Description

	Job title
	Project Office Administrator

	Grade
	2

	Responsible to
	Lead Programme Manager

	Accountable to
	Lead Programme Manager / PMO

	Working pattern
	37 hours per week, Monday to Friday



Job Purpose

To provide reliable and efficient administrative support to the Programme Management Office (PMO), helping to coordinate projects, maintain effective governance and ensure that accurate, up-to-date information is available to support delivery and decision-making.

The postholder will undertake a broad range of PMO administration, including meeting support, document control, action tracking, reporting coordination and stakeholder liaison. A key focus of the role will be maintaining high-quality project data, supporting dashboards and reports, and helping the PMO provide clear oversight of progress, risks, issues, outcomes and benefits across the project portfolio.

Key Responsibilities

1. PMO Administration and Coordination

· Provide day-to-day administrative support for the PMO and its programme and project activity.
· Coordinate meetings, prepare agendas and papers, take accurate notes or minutes, and maintain action logs.
· Monitor shared inboxes, calendars and routine requests, directing information to the appropriate officer.
· Support the planning and coordination of PMO deadlines, reporting cycles, reviews and governance activity.
· Assist with general correspondence, presentations, templates and other PMO materials.

2. Project Data Management and Quality

· Maintain accurate and up-to-date project, programme and portfolio information across PMO systems, trackers and registers.
· Update records using information provided by Project Officers, Project Managers and other stakeholders.
· Check data for completeness, consistency and accuracy, and follow up missing or unclear information.
· Maintain core records relating to milestones, actions, risks, issues, decisions, dependencies, benefits and project status.
· Apply agreed data standards and support good information management practice.

3. Reporting and Management Information

· Coordinate and compile information for regular PMO, programme and governance reports.
· Support the production of dashboards, charts, tables and concise summaries that clearly present project and portfolio information.
· Assist with monitoring delivery progress, performance, risks, issues, outcomes and benefits.
· Undertake basic analysis to identify trends, gaps, exceptions and areas requiring attention.
· Ensure reports are accurate, timely, clearly presented and supported by reliable source data.

4. Governance, Records and Document Control

· Maintain organised and accessible repositories for project and programme documents.
· Support version control, naming conventions, filing arrangements and document retention requirements.
· Maintain logs and registers, including actions, decisions, risks, issues and lessons learned.
· Support assurance, audit and review activity by locating and providing accurate records.
· Ensure approved templates, processes and governance requirements are followed consistently.

To undertake any other duties that are reasonably commensurate with the grade and responsibilities of the post.
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