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JOB DESCRIPTION

Post Title
Programme Support Officer

Pay
Day rate based on Agenda for Change Grade 5


Hours
37½ hours per week
 
Location
Eastern Development Centre (EDC), Colchester Business Park, Colchester, with possibility of travel around the East of England
 
Responsible to
Head of Programme Office via Programme Support Office Team Leader

Accountable to

Programme Manager



Liaison with
Programme and project staff, members of project and programme boards, stakeholders and commissioners            


Context

The Eastern Development Centre supports improvement to Health and Social Care in the East of England.  The EDC has a range of programmes commissioned by the NHS, ADASS and the Department of Health.  The EDC provides programme and project management, improvement tools and techniques and specialist expertise.  PRINCE 2 and MSP methodologies are used.
Job Purpose
To provide programme office support to one or more development programmes designed to deliver new, improved or additional capability in Health and Social Care in the East of England.  The role will use OGC methods and tools to ensure programme configuration and to manage delivery of defined projects which make up the programme(s). 
Key Duties and Responsibilities
1. Provide confident, efficient and effective support to one or more programmes, managing and prioritising own workload.
2. Work with the Programme Manager to use EDC programme and project management tools and systems to: maintain risk, issue and change logs; provide configuration control, tracking and updating documentation; use and maintain central database; monitor budgets; provide accurate and timely reports; maintain electronic filing systems, maintain/input to up date websites.

3. Maintain central stakeholder database system.
4. Use the approved tools and systems within the programme support office.

5. Manage defined projects as part of programme delivery e.g. events to include venue finding, registration, delegate packs, feedback and evaluation as per EDC process / procedures.

6. Prioritise and manage own workload, engage with and manage specific projects as requested and carry out enquiries and investigate issues if necessary.

7. Ensure effective and efficient support for the programme and ensure deadlines are met.
8. Establish and maintain effective office systems, deal with documentation and correspondence, compose, prepare and issue responses where appropriate, and, ensure effective programme filing.
9. Co-ordinate, attend and participate in Programme Board, Programme Team and Programme Support Office meetings recording minutes when required .

10. Provide accurate and timely reports on particular aspects of programmes/projects.
11. Assist the Programme Manager to develop and maintain accurate and up-to-date programme documentation using EDC programme and project management templates.

12. Ensure effective and continuing communication with colleagues in the Programme Team and the wider EDC to enable virtual team working.

13. Persuade staff of the importance of the programme.  Negotiate with and motivate individuals responsible for project delivery.
14. Make routine presentations.

15. Act as the initial point of contact on behalf of the programme team managing enquiries and communications.

16. Liaise with key stakeholders as required.

17. Analyse financial spreadsheets on a monthly basis and report to Programme Manager. 
18.  Manage specific budgets as required, printing, stationery, travel etc.

19. Liaise with EDC colleagues regarding finance, contracting, facilities and corporate administration functions

20. Arrange travel and accommodation as required by the programme team.

21. Process and check invoices against orders, contracts etc and submit for payment (as required).  
22. Track budgets for specific programmes/projects.
23. Contribute to the development of corporate organisational systems and processes as part of the Programme Support Office Team.

24. If responsible for more junior administration staff, ensure performance appraisal, personal development plans, managed supervision and training (mandatory and other) is delivered.

25. Plan, lead, motivate, negotiate and develop administrative support staff to ensure standards of the Programme Support Office are met.

26. Actively participate in personal development opportunities and organisational events – including training in PRINCE2, MSP etc as appropriate

Please note that this job description is an illustration of the duties and responsibilities that the post holder may be expected to undertake during the course of normal duties. It is not therefore an exhaustive list and the post holder will therefore be required to undertake other responsibilities and duties commensurate with the job band.
General responsibilities of all employees 

· All employees are subject to the requirements of the Health and Safety at Work Act. The post holder is required to ensure, as an employee, that his/her work methods do not endanger other people or themselves. 

· All employees are subject to the requirements of the Data Protection Act, and must maintain strict confidentiality in respect of patient and staff records. 

· All employees must comply with the EDC’s Equal Opportunities Policy and must not discriminate on the grounds of race, colour, nationality, ethnic or national grounds, sex, marital status, disability or any other grounds which cannot be shown to be justifiable. 

· All duties, tasks and responsibilities will be carried out in accordance with the relevant policies and procedures of the Eastern Development Centre, NHS East of England and North Essex Mental Health Partnership NHS Foundation Trust.
· All matters relating to the development centre, partner organisations and NHS East of England are confidential.  Any breach of confidence beyond the respective organisations would be treated very seriously and could result in disciplinary action.  Breach of confidentiality regarding personal information about staff or service users, if proven, is likely to result in summary dismissal.

· The EDC has adopted the ‘No Smoking at Work’ policy of North Essex Partnership NHS Foundation Trust.
· The consumption of alcohol and/or any illicit drugs during working hours is not permitted.
PERSON SPECIFICATION: 
	Qualifications

	Essential
	GCSE Level C or equivalent in English & Maths
Skills in Microsoft Word, Excel, Access., Powerpoint and outlook including e-mail

PRINE2 to practitioner level


	Desirable
	ECDL or equivalent
Minute taking and/or shorthand

Administrative qualifications



	Experience

	Essential
	Experience of using planning and project management tools
Experience of using programme and project documentation and processes

Experience of producing accurate, formal reports

Administration at organisational level

Organising meetings, conferences and events

Working in and contributing to a team environment



	Desirable
	Microsoft Project experience
Experience of supporting senior staff in large NHS public or private sector organisation

Experience of working in Health and Social Care environment

Experience in a multi professional organisation, dealing with a number of key agencies
Experience of supervising staff



	Skills and Abilities

	Essential
	Able to solve problems using own initiative
Excellent team worker, including in a ‘virtual’ team
Excellent interpersonal communication skills with all levels of staff

Advanced organisational skills including electronic reporting, diary and correspondence management

Advanced practitioner in Microsoft office applications including calendar, e-mail, word, excel

Able to use Power Point  and Project Management tools e.g. MS Project

Excellent verbal and written skills in order to produce accurate reports and data to Board level standard

Excellent organisational and time management skills in order to prioritise own work and that of other programme team members

Able to work on own initiative with minimal supervision

Flexible approach in order to respond to competing priorities

Good interpersonal and influencing skills and the ability to share knowledge with others

High level of personal organisation skills and the ability to organise others
Able to work quickly and effectively under pressure

Accurate worker with attention to detail

Friendly and helpful telephone manner

A thorough, methodical and systematic approach to work
Able to manage delivery of specific projects

Able to update websites using content management system

Understand confidentiality and exercise this at all times

      Able to manage own workload, tasks and priorities

     Calm and methodical approach

     Good interpersonal and influencing skills



	Desirable
	


	Other Factors

	
	Able to attend meetings in other locations to the EDC, in the East of England
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