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Project Support - Officer
	



Job Code: JRP0123
Role Purpose
The role holder provides high‑quality project and programme support to enable the successful delivery of strategic change activity within the Programme. The role holder ensures consistent project management practices, effective planning and robust governance, supports informed decision‑making and timely delivery.  The role improves the efficiency, assurance and impact of programme delivery to support operational excellence and the Agency’s wider objectives.
 
This role maintains core competencies aligned with the Project Delivery Capability Framework and contributes to the Agency’s strategic objectives. By applying recognised government standards, the role supports effective communication, efficient delivery, and informed decision-making. The role demonstrates adaptability, promotes best practice, and supports continuous improvement and professional growth.
 
The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.
Responsibilities
· Support Programme leadership by coordinating delivery activity and enabling informed decision‑making across the programme.
· Maintain and apply project and programme management processes to ensure consistency, compliance and effective governance.
· Coordinate workforce planning, recruitment activity and onboarding, providing accurate resourcing information and support.
· Identify and manage risks, issues, dependencies and change requests, escalating where appropriate.
· Contribute to resolving delivery challenges through analysis, tracking and timely intervention.
· Identify process inefficiencies and support continuous improvement across programme delivery.
· Support delivery of programme outcomes to agreed standards, timescales and governance requirements.
· Monitor programme spend and support procurement activity in line with financial controls and authority levels.
· Produce clear, accurate reports and performance updates for governance and senior stakeholders.
· Collaborate across the programme and wider Agency to support joined‑up delivery.
Additional information
Qualifications, knowledge and experience
· Recognised certification in Project Portfolio Management (e.g., PRINCE 2, P3O, Agile Project Management Practitioner, PMI, MoP, MSP, MoR).
· Knowledge of common delivery methodologies such as Agile and Waterfall.
· Familiarity with Digital Data and Technology perspective, user-centred design, Government Digital Service Manual and Service Standard.
· Understanding of project and programme management principles and governance frameworks.
· Experience supporting projects or programmes within a structured delivery environment.
· Experience producing clear, accurate reports for governance and senior stakeholders.
· Knowledge of risk, issue, dependency, assumption and change control processes.
· Ability to coordinate planning, scheduling and delivery activity across multiple workstream
· Experience maintaining effective document and information management systems.
· Experience supporting procurement activity or monitoring spend against budgets or contracts.
Job Function / Family
Project, Prog or Portfolio Mgmt (P3M) : We are responsible for the successful delivery of government policy and organisational strategy through effective management and leadership of projects, programmes, and portfolios. We work as project, programme, portfolio or PMO managers/ leaders, and follow or set expectations in the management of P3M in line with Government Standards (GDS & GFS) to ensure successful delivery. 
Role Classification
Job Level 
Level 15 
Values and behaviour framework 
Leaders / aspiring leaders 
Additional behaviours aspired to by colleagues who have direct reports or are responsible for leading work through others (i.e. managers, project leaders, those who own an area of technical expertise) 
Legend 
			c 



	Low priority    
		c 



	Normal priority    
		c 



	High priority    
		g 



	Not assessable








Technical Skills
Technical skills for specific professional areas in the agency.
	Project and Program Management 
	0 
	1 
	2 
	3 
	4 
	

	  Application of Project Frameworks and Methodologies 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Business Case Development 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Change Control 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Governance 
	c 
	c 
	c 
	c 
	c 
	Practitioner: Extensive and diverse experience; coaching and consulting. 

	  Quality Management 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Planning 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	Supply Chain Management 
	0 
	1 
	2 
	3 
	4 
	

	  Procurement and Sourcing 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 


Skill Descriptors
Project and Program Management
Application of Project Frameworks and Methodologies: 
Applies an appropriate project framework and/or methodology to enable a consistent and efficient approach to delivery at all stages of the project lifecycle.
★ Required level: Working: Hands-on experience and application. (2)
· Uses appropriate principles, tools and processes to identify, prioritise, and better understand customer needs and to deliver an effective solution that meets those needs.
· Rigorously applies the principles of the chosen project methodology throughout project delivery.
· Researches emerging tools and best practices relating to the chosen project methodology, and suggests ways to in which improvements could be made.
· Uses a variety of appropriate methods to identify business problems and their causes.
· Contributes to planning meetings and assists with ensuring tasks are accurately defined and can be achieved within specified timescales.
Business Case Development: Prepares, develops, commissions and updates business cases to justify the initiation and continuation of projects in terms of benefits, value for money and risk.
★ Required level: Working: Hands-on experience and application. (2)
· Gathers relevant data and information which could influence the development of a justifiable business case, ie links to strategic objectives, risks, benefits.
· Identifies and analyses the driving factors within the Business Case which determine the benefits to be gained.
· Reviews the different commercial approaches, based on organisational strategy and how this may affect cost, time, quality, risk and resource.
· Ensures the relevant and current template, format, and process is used and followed in Business Case development throughout.
· Assists with developing draft sections of the Business Case for review
Change Control: Establishes protocols to manage and document all requests that alter the scope of a project. This includes, the capture, evaluation and approval or rejection of any requests.
★ Required level: Working: Hands-on experience and application. (2)
· Establishes, implements and maintains an appropriate change control process, managing variations and change requests in a controlled way.
· Ensures adherence to the change control governance process and identifies instances of non-compliance.
· Determines the high-level impact of proposed changes to the scope and objectives of a project or programme, including reference to relevant sources, and communicates the high-level impact assessment outcome. 
· Develops, communicates and justifies recommendations about whether to approve, reject or defer changes.
· Updates plans and schedules to reflect approved changes to a project or programme.
Governance: Defines roles, responsibilities and accountabilities and establishes controls and approval routes appropriate to each stage of the project to monitor project progress and compliance.
★ Required level: Practitioner: Extensive and diverse experience; coaching and consulting. (3)
· Develops and maintains guidance and best practice on understanding and managing the levels of stakeholder influence.
· Lead teams in supporting how and when a project or programme interacts with the organisation’s governance structure.
· Designs the frequency and methods of reporting.and mechanisms for detecting and addressing deviations, exceptions and agreed escalation routes.
· Designs the strategy for adopting a project or programme governance framework, establishing costs and delivery capabilities, while understanding delegated authority limits and knowing when and where to escalate.
· Coaches and advises teams in the interpretation and implementation of project and programme governance standards, while influencing and collaborating with teams to adopt organisation governance standards appropriately, ensuring compliance.
Quality Management: Plans, develops, maintains and applies quality management processes to ensure the adherence to those standards throughout the project delivery lifecycle.
★ Required level: Working: Hands-on experience and application. (2)
· Establishes agreed quality indicators for the processes and outputs of a change initiative, referring to the business case.
· Collaborates with relevant stakeholders to prepare the quality management plan for a change initiative, and in accordance with the processes, culture and values of the organisation.
· Manages the quality assurance process to ensure consistent application of procedures and standards as defined in the quality management plan
· Manages the quality control process to determine whether success criteria are met, and implement the change control process where relevant.
· Captures lessons learned during a change initiative to contribute to continuous improvement.
Planning: Defines the fundamental components of a project in terms of its scope, deliverables, time scales, resource requirements and budget, and producesf broader plans incorporating risk and quality to provide a consolidated overview of a project.
★ Required level: Working: Hands-on experience and application. (2)
· Documents the scope, requirements, objectives and deliverables of projects and ensure plans align with the same.
· Provides and maintains templates for project and programme documentation, such as status reports, risk registers, change control.
· Summarises multiple active projects for high level review of project/programme progress and understands the differences between milestone levels.
· Collects risk data for active projects in a centralised risk register and summarises the overall view of risk for the organisation.
· Identifies and raises issues with projects which are slipping, going over budget or require change control and ensures issues are communicated appropriately.
Supply Chain Management
Procurement and Sourcing: Uses best practice procurement principles and purchasing strategies to ensure that supplies meet quality, cost and business objectives for products and/or services.
★ Required level: Working: Hands-on experience and application. (2)
· Uses industry and market data to generate hypotheses about potential strategic levers.
· Identifies suppliers who can add value to the organisation, using objective criteria.
· Collaborates with others to analyse which materials, parts, processes and other factors are of strategic importance.
· Consistently applies company requirements when developing contractual agreements.
· Negotiates ongoing improvement goals with suppliers (e.g. quality, productivity, price, delivery).
Generic Skills
Business, Leadership and Management, and Personal business skills that span the agency.
	Business 
	0 
	1 
	2 
	3 
	4 
	

	  Budgeting 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Risk Management 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Stakeholder Management 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	Leadership and Management 
	0 
	1 
	2 
	3 
	4 
	

	  Resource Management 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	Personal 
	0 
	1 
	2 
	3 
	4 
	

	  Planning and Organising 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 


Skill Descriptors
Business
Budgeting: Identifies and incorporates financial resources into a comprehensive financial plan that supports business strategies.
★ Required level: Working: Hands-on experience and application. (2)
· Suggests constraints that might impact budget for functional requirements.
· Monitors, diagnoses and provides feedback about variances in department fiscal plans.
· Provides suggestions for budgeting to support the organisation’s business planning.
· Compiles budget reports of planned vs. actual spend with variances explained.
· Tests and differentiates key components and variables to determine impact on budgets.
Risk Management: Planning and implementing organisation-wide processes and procedures to manage, assess and minimise exposure to risks of various kinds.
★ Required level: Working: Hands-on experience and application. (2)
· Clarifies and maintains focus on the most significant variables to measure risk.
· Applies appropriate metrics, analytics and methods to identify acceptable trade-offs and solutions.
· Takes calculated risks in own area with minor consequences of error.
· Assesses risks, their impact and probability and develops mitigation strategies.
· Carries out risk management activities within a function, technical area or project.
Stakeholder Management: Builds a broad network of relationships with stakeholders to identify problems and opportunities for improvement and structure performance expectations.
★ Required level: Working: Hands-on experience and application. (2)
· Identifies and builds network of key stakeholder contacts in relevant functions and departments.
· Maintains trust, openness, and credibility with internal and external constituencies.
· Builds buy-in and ownership for key issues with senior management.
· Collaborates with the top management team to identify target constituencies to focus on and influence.
· Shares high impact information to gain common commitment and understanding in achieving objectives.
Leadership and Management
Resource Management: Identifies, mobilises and tracks resources to fulfil key objectives and plans.
★ Required level: Working: Hands-on experience and application. (2)
· Defines resources required for work activities and identifies supply gaps or skills gaps.
· Manages resources effectively, reuses where possible and eliminates waste.
· Prioritises and organises work activities based on their importance and time requirements.
· Monitors progress of work activities and identifies changing priorities and needs in resourcing.
Personal
Planning and Organising: Mobilises, plans, and controls time and resources to get things done.
★ Required level: Working: Hands-on experience and application. (2)
· Analyses priorities with an appropriate sense of what is most important and a realistic sense of the time involved. 
· Sets timelines and action plan for self and others to ensure accomplishment of a specific objective. 
· Assesses process improvement ideas aimed at eliminating problems before they arise.
· Tracks activity progress and writes concise documentation of activities related to accomplishing objectives.
· Holds self and others accountable and takes steps to overcome obstacles. 
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