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Job title:  PMO Analyst 
Salary range and conditions: Grade 6P
Department/Division: Information Systems Services
Reports to: Head of Projects and Portfolios ISS 

About Information Systems Services
Our Information Systems Services team supports the institutions teaching, research and administration functions. From the IT Helpdesk providing IT support to staff and students, to IT support and AV equipment to Lecture Theatres and meeting rooms, cutting-edge learning labs,hybrid working capabilities. Network and IT Infrastructure across campus and beyond, ensuring the university is innovate and digitally mature. https://www.lancaster.ac.uk/iss/about-us/

Job Purpose
Working in the Project Management Office (PMO) and reporting to the Head of Projects and Portfolio, you will support the programme leadership as a central source of truth through the collation and analysis of programme information. This will be combined with advising on the consistent adoption of best practice standards and processes, tailoring as appropriate. In doing this you will work in close collaboration with the programme team and wider stakeholders, building effective working relationships at all levels and offering consultancy support. With an ability to balance priorities, deal with complex project data, and work consultatively with others.
Key Responsibilities and duties
1. Assisting to create a central source of information to support programme leaders and facilitate wider information flow to the Transformation Office; 
2. Supporting the consistent adoption and utilisation of best practice standards, methodology and toolkits; 
3. Working with the programme team to assimilate, track and maintain key project data (such as RAID, resource, finance and benefits), offering guidance to improve quality in delivery; 
4. Supporting in the creation and management of plans and dependencies in line with planning standards, seeking clarification where milestones haven’t been met and escalating issues as required; 
5. Assisting the administration of the programme change control process, ensuring the full impacts of the change are understood and recorded; 
6. Assisting in the collation and review of project and programme progress reporting, ensuring timeliness and accuracy; 
7. Facilitating programme assurance activities, including preparing gateway stage reviews at key decision points and collating lessons learned;
8. Working with the PMO Lead to define the standards for managing documentation across the Programme, ensuring file structures and version control is in place; 
9. Establishing effective relationships within the programme and with other varied stakeholder groups across the University built on trust and credibility, providing ongoing consultancy support and recommendations on continuous improvement opportunities that support PMO activity; 
10. Demonstrate the capabilities of being focused, flexible, professional, motivated and personally effective to enable the delivery of the agreed deliverables and outcomes. 
11. To manage other activities, appropriate to the grade, that may become the responsibility of ISS through evolution, growth or organisational design, or as directed by the Chief Information Officer.

Values: In pursuit of our Vision and in keeping with our Purpose, we work to uphold our values:

· We respect each other by being open and fair and promoting diversity
· We build strong communities by working effectively together in a supportive way
· We create positive change by being ambitious in our learning, expertise and action.

The University recognises and celebrates good employment practice undertaken to address all inequality in higher education whilst promoting the importance of wellbeing for all our colleagues.

[bookmark: _Int_Zmayxgdd]We expect all staff to embrace our core values and work positively to support equality, diversity, and inclusion, ensuring that every team member contributes to a supportive, and respectful working environment. Find out what it's like to work at Lancaster University, including information on our wide range of employee benefits, support networks and our policies and facilities for a family-friendly workplace.

The duties outlined above are not intended to be exhaustive and may change as the needs alter in
line with current agendas. This job description will be subject to periodic review and amendment
In accordance with emerging needs.
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