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PMO Manager

[bookmark: _Toc10532019]
	Job title:
	PMO Manager

	Department:
	PMO - Transformation 

	Location:
	Homebased (some travel required)

	Reporting to:
 (job title only)
	Service Portfolio Lead

	Direct reports:
 (job title only)
	PMO Team Members

	Accountable to: 
(where applicable)
	Director of Transformation

	Responsible to:
(where applicable)
	Service Portfolio Lead

	Job purpose:
	We are seeking a PMO Manager to lead the Project Management Office, ensuring effective governance, delivery support, and strategic alignment across all projects and programmes. This role provides oversight, standards, analytics, and assurance to enable the organisation to deliver change consistently, efficiently, and with high quality.

	Role and Responsibilities:
	1. PMO Governance & Frameworks
· Develop, implement, and maintain project and programme management methodologies, standards, and processes.
· Ensure compliance with governance frameworks, including stage gates, documentation standards, risk management, and reporting.
· Champion continuous improvement of delivery practices across the organisation.

2. Portfolio & Programme Oversight
· Manage and maintain the central project portfolio, ensuring prioritisation aligns with strategic goals.
· Provide portfolio-level visibility of project health, risks, issues, resource demand, and financial performance.
· Facilitate portfolio planning, capacity management, and benefits tracking.

3. Reporting & Analytics
· Produce accurate, insightful portfolio dashboards and executive reports.
· Analyse data to identify trends, delivery risks, and opportunities for improvement.
· Present findings to senior leadership, influencing decisions with data‑driven insights.
· Work with Portfolio Value Lead to review and track project finances and benefit realisation

4. PMO Operations & Leadership
· Lead, develop and mentor transformation team staff with regards to project methodology and governance
· Build a high‑performing PMO function that adds measurable value to the business.
· Oversee PMO budget, tools, and technology to support efficient delivery.

5. Stakeholder Management
· Build strong relationships with business and Market leaders, programme sponsors, and delivery teams.
· Facilitate effective communication and alignment between project teams and senior stakeholders.
· Provide guidance and challenge to ensure realistic planning and delivery confidence.

6. Quality Assurance & Risk Management
· Conduct project health checks, audits, and assurance reviews to ensure delivery quality.
· Oversee risk, issue, and dependency management processes across the portfolio.
· Support escalation management and provide recommendations for corrective actions.

	Clinical Governance:
(where applicable)
	

	Training and supervision:
	

	Additional information:
	



Person specification

	
	Essential
	Desirable

	Qualifications
	
	

	Experience
	
	

	Skills/knowledge
	Proven experience leading a PMO or working within a PMO environment.
Strong understanding of project delivery methodologies (e.g., Waterfall, Agile, hybrid).
Analytical and reporting skills, with experience using PMO tools and dashboards.
Leadership experience, with ability to coach and develop others.
Strong communication, negotiation, and stakeholder management skills.
Ability to manage multiple priorities and work under pressure.
	Previous NHS or healthcare sector experience.

Understanding of digital health transformation and service redesign.

Relevant PMO/project certifications (P3O, PRINCE2, APM).

Experience working in a complex, multi‑project or regulated environment.


	Specialist training
	
	

	Personal competencies and qualities
	Timeliness and accuracy of PMO reporting.
Compliance with PMO governance and assurance standards.
Stakeholder satisfaction and positive feedback.
Contribution to PMO and organisational continuous improvement.
Ability to travel occasionally to regional offices for workshops and in person meetings
Structured, organised, and detail‑focused.
Calm, resilient, and adaptable to rapidly changing priorities.
Able to influence positively and build trust with teams.
Passionate about improving outcomes and quality.
High attention to detail
Collaborative and people-focused
Adaptable in fast‑changing environments
	




Version Control

	Owner:
	Human Resources	Review:
	Annually
	Classification:
	1 (Proprietary)

	Author:
	Human Resources	Version:
	V1.1	Status:
	PUBLISHED
	Date Published:
	03/12/2019
	Code:
	TBC
	
	




	Version:
	Date:
	Summary of Changes

	V1.1
	03.12.19
	Document copied onto authorised VHG branded Policy Template (original had no coding)

	V1.2
	06/08/20
	Updated to include diversity and inclusion statement
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