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Senior Strategy Administrator 
	Directorate:  
	Strategy, Research, Analysis and Sponsorship (SRAS)

	Team: 
	Strategy

	Reports to: 
	Strategy Manager 

	Direct Reports: 
	None 






	Job Purpose 


The Senior Strategy Administrator will provide essential support within the central strategy team, assisting in the development and implementation of key strategic initiatives. This dynamic role will involve assisting with the coordination and management of the team’s projects, applying the correct methodologies, processes and tools associated with Project Portfolio Management (PPM) to support amongst other things the review of our Investment Strategy, fiscal event preparation, and helping to embed innovation and evidence-based approaches across the Agency’s work.

	Key relationships
This role requires a highly collaborative approach, building and maintaining effective relationships across various levels and functions:
· Able to work collaboratively and respectfully, engaging and influencing colleagues internally and externally at all levels across the agency.
· Able to support, cross-cutting projects, co-ordinating activities of diverse teams of colleagues - adapting working styles as appropriate and valuing everybody as an individual.


Key accountabilities and responsibilities 
· Assist in the regular collection, validation, and maintenance of project data (e.g., status updates, resource needs, risks, benefits).
· Support the generation of standard and ad-hoc reports on portfolio performance, to inform strategic decision-making.
· Help to coordinate meetings, including scheduling, preparing agendas, distributing pre-reading materials, and accurately capturing minutes and action points.
· Contribute to the development and coordination of different Agency strategies, by assisting in the gathering of best practices and supporting initiatives to incorporate innovative thinking into day-to-day activities across the Agency.
· Keep abreast of market intelligence, external research and government policy thinking within the housing sector to provide a regular update of latest industry thinking and emerging ideas, to inform strategic project selection and portfolio adjustments. 



· Provide research and analytical support to enable the delivery of projects, such as online and in person workshops, designing surveys and analysing feedback, and using the latest developments in technology to enhance operational efficiencies. 
· To support other projects and programmes, being taken forward by the Agency as required.

	Key qualifications, knowledge and experience
Homes England Employees are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility:
· Commitment to continuous improvement and professional development, seeking out opportunities to extend and enhance knowledge and skills.

Essential:
· Demonstrable knowledge of Project Portfolio Management (PPM) principles, methodologies, and tools, coupled with practical experience in data collection, reporting, or coordination.
· Ability to work at pace, managing competing deadlines and delivering high quality outputs, often in ambiguous environments.
· Good written and verbal communication skills with the ability to communicate clearly to internal and external stakeholders.
· A creative thinker with the ability to assimilate and analyse complex information and find solutions to support the delivery of Homes England’s objectives.
Desirable:
· Knowledge of the built environment or housing industry.
· A degree level or equivalent academic qualification would be beneficial with experience in writing academic papers or reports.









Key behaviours and values 
Homes England colleagues are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility.
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Respectful

As the core principle,
this runs through

all our values and
behaviours
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Impactful

We combine our
commercial expertise
with social purpose to
deliver value for
money and maximise
our positive impact

Accountable

We are empowered to
lead by example, take
responsibility for our
actions and speak up
for what’s right

Innovative

We are bold, creative
thinkers who embrace
change, never stop
learning and always
look for a better way
to do things

Inclusive

We recognise and
value everyone as
individuals and draw
strength from our
differences

Collaborative

We share information,
align priorities, and use
our collective
knowledge and
experience to achieve
great results
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