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Job Description

Job title:

Programme Office Manager
Grade:
11
Post number: 
STAF1016
Directorate:

Development, Enterprise and Environment 
Unit:
   

Regeneration and Economic Development
Job Purpose 

To manage and provide leadership of the performance, activities and operation of the Regeneration and Economic Development Unit Programme Office, working closely with all delivery programme leads across the unit and wider GLA as necessary. This includes programme management responsibility for those programmes that the unit is directly responsible for and managing the successful performance of a team, together with co-ordinating the performance and centralised reporting functions of other internal and external clienting bodies and delivery partners in the delivery of wider GLA programmes as a whole.
Principal Accountabilities 

1. Lead on programme management across all Regeneration and Economic Development unit programmes in line with any GLA programme management methodology to deliver the agreed aims and outcomes of their funds on behalf of the Mayor and the London Local Enterprise Partnership (LEP), including strategic oversight of business process design and implementation, programme level finance and performance management, quality assurance, audit, project management process, programme level reporting and programme governance. 
2. Provide line management to and oversee the day-to-day work of all members of the unit’s Programme Office and such additional resources as directed providing guidance in project management and delivery and ensuring resources are allocated effectively to meet anticipated demand and respond to changing priorities.
3. Manage relationships with and ensure the information requirements are met for internal and external functional and operational bodies such as, the London LEP and its sub groups, funding bodies, Government departments and key partner agencies in the performance management of the unit’s programmes.
4. Co-ordinate and assure the involvement of all relevant parts of the GLA Group in the programmes’ performance management, including colleagues from legal, finance and teams from other functional bodies of the GLA.
5. Lead the Programme Office in providing comprehensive programme management support to the unit, the London LEP and other funded delivery units as required including on financial management and reporting, change control, risk and issues management, performance measurement, quality assurance, project management and control tools, corporate reporting and programme governance.
6. Oversee the implementation of the London LEP’s Assurance Framework in relation to the effective developing, prioritising, appraising and approving of projects across all London LEP funds.
7. Ensure best practice contract management processes, systems – including IT systems – and procedures are developed, improved and implemented in collaboration with colleagues within the unit to support effective monitoring, reporting and governance of the unit’s programmes

8. Ensure the team remains ‘audit ready’ and oversee the management of programme audits in accordance with corporate guidelines, ensure that self and staff highlight any financial, legal, regulatory and reputation risks and recommend and execute timely remedial actions to provide auditable assurance over financial and output claims from delivery partners
9. Oversee the design and implication of evaluation strategy on behalf of the team. Ensure interventions are informed by a theory of change, and that evaluation support to delivery partners is proportional to the scale of the investment. Ensures evaluation processes are in place at a programme level to measure project benefits, and that the learning is successfully captured and shared throughout the team to inform future projects and programmes
10. Contribute to the development and implementation of regeneration and economic development strategies and policies in the context of the unit’s programme management processes in line with Mayoral priorities and GLA decision making frameworks.
11. Oversee elements of the units’ team and project administration.
12. Prepare, review on behalf of the team and present reports, briefs and recommendations on key issues and actions to the LEP Programme Board, Corporate Investment Board and the Board and sub groups of the London LEP to facilitate executive understanding and decision making.
13. Manage resources allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards
14. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London’s communities

15. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams

Key relationships 

Accountable to: 
Senior Manager – Capital Projects and Programmes
Accountable for: 
Resources allocated to the job. 

Principal contacts: 
Relevant Mayoral Advisors, other staff across the GLA. Senior staff at, London’s local authorities, Government Departments (in particular DCLG), GLA Group organisations and other external organisations and project partners. 

Person Specification 
Technical requirements/experience/qualifications
1. Demonstrable experience of large-scale, high value programme management, delivering results on target and within budget.

2. Strong understanding of the planning and political context of London including Economic Development, Planning, Regeneration, Place-Making and design quality management - ideally with a professional qualification in a related field. 
3. Evidence of using strategic analytical skills to support project delivery, including using performance management frameworks to implement and monitor successful delivery 

4. Thorough knowledge of project management and project control techniques, including financial analysis, project planning and appraisal, financing and risk management and evaluation 

5. Proven experience of setting up and managing performance monitoring systems and processes for large scale projects and programmes

6. Proven experience of establishing, maintaining and operating governance and reporting systems aligned to complex corporate business needs

7. Excellent report writing skills with ability to present papers at Board level

8. Well-developed IT skills and experience of using financial or project management systems and processes

9. Demonstrable experience of line and performance management of a team, including resource planning in a complex business environment

Behavioural competencies

Building & Managing Relationships 

…is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals

Level 3 indicators of effective performance:

· Actively engages partners and encourages others to build relationships that support GLA objectives

· Understands and recognises the contributions that staff at all levels make to delivering priorities

· Proactively manages partner relationships, preventing or resolving any conflict 

· Adapts style to work effectively with partners, building consensus, trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership 
Communicating and Influencing

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 3 indicators of effective performance:

· Encourages and supports teams in engaging in transparent and inclusive communication

· Influences others and gains buy-in using compelling, well thought through arguments

· Negotiates effectively to deliver GLA priorities

· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

Organisational Awareness

…is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.  

Level 3 indicators of effective performance

· Uses understanding of differences between the GLA and its partners to improve working relationships

· Helps others understand the GLA and the complex environment in which it operates

· Translates changing political agendas into tangible actions 

· Considers the diverse needs of Londoners in formulating GLA objectives

· Helps others understand how the media and external perceptions of the GLA influence work 

Managing and Developing Performance

… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.
Level 4 indicators of effective performance

· Creates an organisation that learns from experience

· Sets clear organisational objectives, cascading challenging yet achievable

deliverables to directorates

· Identifies strategic level performance indicators and communicates these

clearly

· Leads and sets an example for desired behaviour and performance for

GLA staff

· Instils a culture of high performance and outstanding results where staff

are encouraged to perform to their best

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 4 indicators of effective performance:
· Exchanges ideas and knowledge with partners, subject-matter experts, and

senior stakeholders to foster new research agendas and derive insights for

the GLA

· Takes accountability for the quality of intelligence that research and new

policy are based upon

· Encourages new and innovative insights from analysis

Evaluates the feasibility and cost effectiveness of research proposals,

· stringently assessing whether the research will add real value

· Encourages research with a highly practical focus and maximum impact for

Londoners
Problem Solving

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions.

Level 3 indicators of effective performance

· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding
· Actively challenges the status quo to find new ways of doing things, looking for good practice
· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues
· Initiates consultation on opportunities to improve work processes
· Supports the organisation to implement innovative suggestions
Responding to Pressure and Change

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift.

Level 3 Indicators of Effective Performance

· Clarifies direction and adapts to changing priorities and uncertain times
· Minimises the pressure of change for the directorate, lessening the impact for the team
· Uses change as an opportunity to improve ways of working, encouraging others’ buy-in

· Keeps staff motivated and engaged during times of change, promoting the benefits 
· Takes ownership for communicating change initiatives clearly, ensuring smooth implementation

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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