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	Programme Management Office (PMO) Analyst
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	By
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	6 July 2015
	1.0
	DS
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	2.0
	DS/HM
	

	5 December 2017
	3.0
	DS
	Description to encompass all Nexus Projects and Programmes including ARP, Metro Futures & Business Change and Technology.

	20 June 2019
	4.0
	DS
	Update to current projects and programmes. 
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Warning:

Printed copies of this document are uncontrolled
	Job Title: Programme Office (PMO) Analyst



Purpose: To support the operation, development and implementation of Programme Management governance processes and systems. This role will undertake periodic project reviews, risk analysis and project and programme reporting.
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Remuneration:
Salary Band 4
	1.
	Principle areas of responsibility



	
	1.1
	To undertake periodic reviews of Nexus Projects which may include the Metro and Digital Asset Renewal Programmes, renewal of the original Metro trains, development of route extensions - providing support, challenge and analysis of project plans, costs, risks and deliverables.



	
	1.2
	To provide planning expertise in developing and reviewing plans and programmes using tools such as Oracle Primavera P6.


	
	1.3
	To provide support to Project Managers and other stakeholders throughout the reporting cycle to ensure reporting outputs and forecasts are delivered to appropriate timescales and quality.



	
	1.4
	To support the Programme Controls Manager in defining, documenting and implementing Programme and Project Management Processes.



	
	1.5
	To implement new processes and support and train Project Managers in their operation.



	
	1.6
	To ensure lessons learned by the Programme are captured and actioned in a process of continuous improvement.


	
	1.7
	To assist Project Managers in the development and management of project risk registers.



	
	1.8
	To facilitate project health checks, audits and post project reviews and prepare and collate reports on their outcomes.



	
	
	

	
	
	


2.
Dimensions

	2.1
	Communications



	
	2.1.1 
	The Programme Management Office Analyst will work with Project Managers across Nexus to both support and challenge project plans, risk analysis and milestones. The PMO Analyst will review and collate this information to ensure the programme management systems are up to date and accurately represent the status of all projects at the end of each period.


	
	2.1.2
	The Programme Office Analyst will support the Programme Controls Manager in delivering the suite of periodic reports for Project Managers, Senior Managers, the Nexus Corporate Management Team and key external stakeholders.


	
	2.1.2

2.1.3
	This role will work closely with Capital Finance and Quantity Surveyors in ensuring the financial information within the Programme Management systems is reliable and accurate.
The role will support the development of funding bids and major scheme business cases


	2.2
	Decision Making & Problem Solving



	
	2.2.1
	The PMO Analyst will develop robust logic linked project plans in conjunction with the Project Managers and will advise on best planning practice. 


	
	2.2.2
	The PMO Analyst will review and advise the Project Manager on the identification and mitigation of risks and development of the risk register.


	
	2.2.3
	The PMO Analyst will review and make recommendation to improve Project Management Processes and tools and assist the Programme Controls Manager in implementing changes.


	2.3
	Initiative & Independence



	
	2.3.1
	The PMO Analyst will be expected to question and challenge Project Managers in developing periodic reports and highlight any issue and concerns regarding delivery.


	
	2.3.2
	The PMO Analyst will be able to work independently and prioritise workload to ensure reporting deadlines are achieved.


	2.4
	Resources



	
	2.4.3
	The PMO Analyst will typically support a number of individual projects of varying complexity and at different stages in the project lifecycle. The overall Nexus Programme is composed of over 100 live projects with an annual expenditure in excess of £40 million. 


	2.5
	People


	
	2.5.1
	The role has no direct reports, however the PMO Analyst will provide both support and challenge to Project Managers in the delivery of their projects.


	2.6
	Health & Safety



	
	2.6.1
	Ensure compliance with relevant legislation and obligations in the work environment.



	
	


	3.
	Statutory Duties


	
	3.1
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