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Job Title:

Programme Support Officer
Department:
Environment
Reports to:
Principal Programme Manager - Salinity
Direct Reports:
N/A
Grade:
CA3
Main purpose of the job
· To assist the team in the delivery and management of the salinity programme

· To assist with the reporting at project and programme level, including collation of information to report internally and to external partners
· To keep and maintain effective and efficient systems to record project administration 
· To support the Programme and Project Managers through all stages of project delivery 

· To assist with the compilation of information to ensure compliance with the CA business protocol and Project Management Methodology

Responsibilities

Specific 
· Helping to manage a portfolio of varied projects including new build Mine Water Treatment Schemes, refurbishment of existing assets and remediation of contaminated water etc. 

· Helping to manage and deliver a multi-million pound annual capital programme 

· Collation of project data such as mining plans, LiDAR mapping, services searches, magic website searches etc.
· Undertaking first approvals on invoices and collating information required for further Project Manager Approval

· Maintain the Coal Authority’s electronic sourcing, requisition and payment system and ensure it is up-to-date for individual projects as well as across the programme

· Assisting in the preparation of project documentation such as reports and case studies

· Support the preparation of various short technical reports and presentations.  This will include collating information for inclusion in the project Business Cases

· Ensure project managers report progress on mine water projects at regular intervals through organising the appropriate 1:1 meetings and monitor through programme trackers
· Keeping and maintaining effective and efficient systems to record project administration
· Assist with the preparation and issuing of awards and other contract paperwork. Working with the procurement team to facilitate this. 

· Assisting in the contract administration, monitoring and reporting through use of the collaboration tool              
· Engaging with stakeholders and our external partners 

· Collate monthly financial and progress reports from consultants and contractors and chase up responses where these are not received by the due date

· Compare reported figures with planned and providing reports to line manager and other staff to highlight variances to trigger appropriate actions

· Collate and record scheme cost data for consultant and contractor costs, including pre-tender, award and out-turn costs. To benchmark these against industry standard costs e.g. ACE scale fee

· Providing management reports of data and trends to determine whether best value is being achieved

· Support Project Manager compliance with the ‘Streamline’ Project Management Methodology and Checkpoint Review process. This includes providing a consultancy style support to Programme and Project Stakeholders and Managers at initiation and throughout the lifecycle of the programme, ensuring a common approach is adopted and sharing of good practice

· Assisting the Principal Programme Manager to monitor and produce reports on resource availability from the resource plan

· Assisting the PMO team to prepare and establish new projects. Assisting the Principal Programme Managrwith the forward programme. 

· Maintain cross department relationships to track and monitor the internal cross departmental work packages against the approved Work / Resource Request Form
General 
· To act in accordance with the behaviours and values of the organisation

· To manage your own performance to be accountable for meeting individual, team and corporate objectives 

· To act in accordance with the Scheme of Delegation and ensure propriety and regularity in the handling of public funds

· To actively demonstrate the Coal Authority’s customer service standards expected of your role

· To comply with and contribute to the improvement of operational and team processes and procedures
· To assist with the preparation and execution of the team’s objectives, budgets and financial records
· To identify opportunities and implement change leading to team development, system improvement and good value for money
· To maintain and develop positive stakeholder relationships in order to promote the Authority and assist it to meet its objectives
· To support research and development projects
· To ensure that the Authority’s statutory responsibilities are effectively discharged
· To carry out any further reasonable requests from your line manager

· To actively demonstrate the Authority’s customer service standards expected of your role
Competencies








  
Level
	
	

	Seeing the bigger picture - has an in-depth understanding and knowledge of how the role fits with and supports The Coal Authority’s business priorities


	2

	Changing and improving - responsive, innovative and seek out opportunities for continuous improvement

	2

	Making effective decisions - objective; uses sound judgement, evidence and knowledge to provide accurate, expert and professional advice in a timely manner


	3

	Leading and communicating - leads from the front and communicates with clarity, conviction and enthusiasm

	2

	Collaborating and partnering - creates and maintains positive, professional and trusting working relationships with a wide range of people, within and outside The Coal Authority, to achieve results

	2

	Building capability for all - has a strong focus on continuous learning for self, others and the organisation

	       2

	Achieving commercial outcomes - has a commercial, financial and sustainable mind-set to ensure all products and services deliver added value and stimulate growth

	2

	Delivering good value for money - achieves a good mix of quality and effectiveness for minimal cost and to improve return on investment

	2

	Managing a quality service - plans, organises and manages their time and activities to deliver a high-quality customer experience


	2

	Delivering at pace - delivers timely performance, with energy, and taking responsibility and accountability for high-quality outcomes
	2


Person specification 
	Job Title:  Digital Programme Coordinator                                                                              Department:  Digital


	
	Essential


	Desirable

	Qualifications and Training
	5 GCSE’s or equivalent including Maths and English

Candidate can demonstrate relevant experience required for role
	A Level Maths and English
PRINCE 2 Foundation

	Experience and Knowledge
	Experience of working in a project support or administrative role

Experience of working with large projects or programmes

Experience of document management and systems

Working knowledge of Project management processes

Working experience of MS Office products

	Working experience of MS Project 

Ability to work under pressure and to deadlines

	Skills and Abilities
	Strong administrative skills and experience

Sound analytical and reporting skills

Good planning and organisational attributes

Excellent written and verbal communications skills

Ability to prioritise tasks and use initiative
	Demonstrable Project Support experience

Experience supporting Project managers
Knowledge of the operation of PMO/PSOs
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Making a better future for people  

and the environment in mining areas
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