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	Job Summary Overview 

	Job title
	CPMO Senior Assurance Lead

	Career family 
	
Organisational Enablers  

	Professional pathway
	Project and Programme Delivery 

	Career family level
	4

	Grade
	Grade 12 (Predicted JE Grade)

	Reports to
	CPMO Manager

	Financial responsibility
	None

	Supervisory responsibility 
	None

	Reference number
	



	[bookmark: _Hlk200353596][bookmark: _Hlk200352821][bookmark: _Hlk198812785]Job Summary

	
As a Corporate Programme Management Office (CPMO) Senior Assurance Lead, you will play a key role in supporting the council’s corporate-wide Programme Management Office (PMO), ensuring strategic programmes and projects are delivered efficiently, risks are managed, and corporate governance standards are upheld. You will contribute to the transition from the existing PMO arrangements to a unified corporate PMO, embedding best practices, consistent reporting and robust governance across the council.  

The Assurance specialists will provide both support and independent challenge to various work streams within the programme, and will have the specific objectives of:
· Providing management with an unbiased and independent view of the programme and supporting its successful delivery.
· Providing a degree of review and challenge to the programme, thereby ensuring that actual reality is reflected in the reporting of status, risks, issues etc.
· Identifying and highlighting potential problems to management before they materialise, and actively supporting any action required to resolve/mitigate issues.
· At the request of management, undertaking ‘deep dive’ activities and reporting findings and recommendations, supporting the implementation of recommendations where appropriate.

Key responsibilities:
· Maintain accurate programme documentation, dashboards, risk and issue logs
· Support programme governance; prepare agendas, minutes and action tracking for steering groups and boards
· Product standardised reports and highlight key issues for senior management
· Track dependencies and escalate issues and programme risks, coordinating with project managers 
· Support programme leads with process standardisation and reporting tools 
· Liaise with stakeholders to ensure accurate and timely communication of programme progress
· Provide advice to programme stakeholders on governance, methodologies and reporting best practices
· Analyse programme performance data to identify trends, risks and opportunities for intervention 
· Contribute to embedding the corporate PMO, supporting transition from departmental PMOs  
· Support the development of PMO templates, processes and continuous improvement 
· Assist with the escalation of high priority risks and support with the resolution across programmes 
· Analyse and cleanse data within PPM and SAP to ensure financial information is being recorded and maintained
· Produce and share communications around project and programme delivery, including formal annual reports, newsletter success stories and companywide updates.




	[bookmark: _Hlk219204735]Specific requirements 
	Essential 
Mark with P 
	Desirable 
Mark with P 

	Experience supporting or leading PMO functions in complex organisations, ideally in local government or public sector 
	 P
	 

	Excellent analytical skills, problem solving and organisational skills
	 P
	 

	Ability to prioritise multiple tasks and maintaining high quality standards
	 P
	 

	Excellent interpersonal skills including verbal and written communication; ability to work at all levels of the organisation and to challenge constructively.
	 P
	 

	Strong understanding of programme governance, risk management and reporting frameworks 
	P
	

	Proficiency in project management software and MS Office tools and Power BI
	P
	

	A natural role model for our values and behaviours who inspires others to live our values and behaviours. Strong advocate for equality, diversity and inclusion in the workplace.
	P
	

	Professional qualification in portfolio, programme or project management (PRINCE2, MSP, APM or Agile)
	
	P

	Experience embedding PMO functions across a complex organisation
	
	P

	Knowledge of local government processes, and the challenges facing the sector
	
	P



	[bookmark: _Hlk198812928]Working Arrangements

	
· The post is not politically restricted.
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy. 
· Able to travel across the county and work from various office locations within the county.


	Health and Safety at Work 

	
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.  
 
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked). 
 


 

	​​☐​ 
	Provision of personal care on a regular basis 
	​​☐​ 
	Driving HGV or LGV for work 

	​​☐​ 
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects 
	​​☐​ 
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes) 

	​​☐​ 
	Working at height/ using ladders on a regular/ repetitive basis 
	​​X
	Restricted postural change – prolonged sitting 

	​​☐​​ 
	Lone working on a regular basis 
	​​☐​ 
	Restricted postural change – prolonged standing 

	​​☐​ 
	Night work 
	​​☐​ 
	Regular/repetitive bending/ squatting/ kneeling/crouching 

	​​☐​ 
	Rotating shift work 
	​​☐​ 
	Manual cleaning/ domestic duties 

	​​☐​ 
	Working on/ or near a road 
	​​☐​ 
	Regular work outdoors 

	​​X
	Significant use of computers (display screen equipment) 
	​​☐​​ 
	Work with vulnerable children or vulnerable adults 

	​​☐​ 
	Undertaking repetitive tasks 
	​​​☐​​ 
	Working with challenging behaviours 

	​​☐​ 
	Continual telephone use (call centres) 
	​​☐​ 
	Regular work with skin irritants/ allergens 

	​​☐​ 
	Work requiring hearing protection (exposure to noise above action levels) 
	​​☐​ 
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres) 

	​​☐​ 
	Work requiring respirators or masks 
	​​☐​ 
	Work with vibrating tools/ machinery 

	​​☐​ 
	Work involving food handling 
	​​☐​ 
	Work with waste, refuse 

	​​☐​ 
	Potential exposure to blood or bodily fluids 
	​​☐​​ 
	Face-to-face contact with members of the public 

	​​☐​ 
	Other (please specify):  
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