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Job title:  PMO Analyst
Salary range and conditions: Grade 7P
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 the role will be responsible for providing high quality PMO analysis, support and project governance activities. With a focus on collating and analysing information across the portfolio, producing key reports and providing insights for governance boards. Fulfilling the role of secretariat for several governance groups and is expected to undertake assignments across project and/or service functions as required.  

Key Responsibilities and duties
1. Responsible for tracking project, programme and portfolio metrics: milestones, resource requirements/capacity, risks, issues, benefits and change control management, discussing and agreeing corrective actions with the relevant Project and Programme Managers
2. Managing the ISS Resource portfolio – assigning resource, highlighting risks, blockers specific to resource across the portfolio. Proactively looking for solutions and managing resource issues
3. Managing the ISS project delivery lifecycle Gate review & governance process 
4. Responsible for the completion of programme and portfolio management reports for presentation at the management meetings and University governance bodies 
5. Providing analysis and insight into the relation of aggregated project data to support day to day delivery and leadership team management decisions
6. Support the design, build & implementation of project tools and systems, including the team’s intranet, PPM tools, Jira and capacity planning tools. Looking at innovations to improve practices and processes
7. Supporting the development of portfolio, programme and project governance standards and implementation. Monitoring & enforcing the compliance of project management standards, processes and artefacts across ISS delivery portfolio.
8. Facilitating lessons learned and knowledge sharing across the relevant communities of practice 
9. Providing generic and specific support for the development and content of business cases, project plans, and review and audit reports 
10. Ensure projects comply with university policy across all project work, developing and promoting clear guidelines and liaising with relevant teams (e.g. Health & Safety, Equality, Diversity & Inclusion and Information Governance Office) to ensure adherence. 
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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