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Job Description 

	Job title
	Head of Portfolio Management Office

	Department
	Estates – Capital Projects

	Grade
	8




	Job purpose (a brief summary of the role)
	This is an exciting opportunity to build and shape a modern Portfolio Management Office that will play a critical role in delivering over £1 billion of capital investment and supporting the University’s long-term estate ambitions.

The Head of Portfolio Management Office (PMO) will lead the development of a high-performing PMO function at the heart of the University’s Capital Projects team. Responsible for establishing the governance, assurance, reporting and portfolio management frameworks that underpin successful project delivery, the postholder will ensure the University maintains a disciplined, transparent and data-driven approach to managing a complex portfolio of capital investment in line with the University’s established governance framework.

Working as a key member of the Capital Projects Senior Leadership Team, the Head of PMO will provide strategic oversight, expert challenge and trusted insight across the full project lifecycle. They will drive effective portfolio prioritisation, risk management, performance reporting and benefits realisation.

A key aspect of the role is the opportunity to build and grow the new PMO function, developing its capability, influence and maturity while embedding best practice in project, programme and portfolio management. The postholder will lead a high-performing team, champion continuous improvement, and develop the systems, processes and professional standards needed to support the successful delivery of an ambitious and evolving capital programme.

This role offers a unique opportunity to create a lasting impact, establishing a PMO centre of excellence that enables the successful delivery of transformational projects and helps shape the future of the University estate for years to come.

	Duties and responsibilities
	Portfolio Governance
Maintain strategic oversight and ensure consistency across all projects across the multi-year portfolio.

· Standardisation: Develop and maintain a central repository of templates for RAID (Risks, Actions, Issues & Dependencies) and benefit realisation trackers.
· Reporting and Insights: 
· Synthesize complex data from multiple projects into high-level executive dashboards.
· Maintain an accurate record of live projects and programmes, target completion dates, and allocated resources to inform project and product progress monitoring. 
· Monitoring and maintaining an accurate view of staff resource allocation to inform decisions around capacity and to ensure workload is balanced.
· Portfolio Risk Management: Ensure visibility and proactive management of risk across portfolio-level and below, supporting clear escalation of risks from projects level.
· Compliance and Audit: Lead regular Stage Gate Reviews to ensure projects are meeting quality standards before moving to the next phase.
· Project Management Tools and Systems: Lead and manage strategic direction of core suite of tools required from portfolio to project, maintaining relevance, and effective value.

	
	Strategic Leadership
Implement new strategic ways of working and a PMO Centre of Excellence to support delivery.

· Design and Implementation: Define the roadmap for a PMO Centre of Excellence including the application of an appropriate project management methodology that aligns to the embedded RIBA Plan of Work, with a supporting Project Management Handbook.
· Change Management: Drive the adoption of new strategic ways of working by creating training materials and hosting workshops to ensure organisational buy-in.
· Continuous Improvement: Regularly audit PMO performance against wider industry benchmarks to evolve processes.
· Portfolio Advisory: Provides advice and guidance to and with the Capital Projects Team and wider University leaders, enabling informed prioritisation, sequencing, and reallocation of portfolio capital investment by UEB to ensure alignment with institutional strategy, affordability, and risk appetite.

	
	Team Leadership
Lead and develop team members through clear direction, coaching and performance management.

· Foster a positive, collaborative team culture by promoting open communication, accountability, and alignment with departmental purpose and goals.
· Embed a continuous improvement culture across the Capital Projects team by capturing lessons learned, sharing insights, and standardising best practices to enhance delivery and performance
· Lead and develop team members (in conjunction with Directors) through clear direction, regular feedback, and coaching to support performance, engagement, and professional growth aligned with best practice, competency-based framework set by PMO.
· Manage performance and wellbeing, addressing challenges proactively while recognising achievements and supporting continuous improvement.
· Role model a values-based culture to promote positive behaviours encouraging a psychologically safe environment.

	
	Stakeholder Engagement
Collaborate with senior management peers to ensure open, transparent communications and break down silos across teams within the department and across Estates.

· Point of Contact: Act as the primary liaison between the PMO and other departments/functions.
· Communication Strategy: Manage a monthly PMO newsletter to provide transparent updates on project successes and bottlenecks.
· PPG Chairs Training: Lead and own the development and delivery of training and knowledge of Chairs to be effective in their remit.
· Conflict Resolution: Mediate competing priorities to ensure the most strategic initiatives receive focus.
· Oversight & Monitoring: Lead and facilitate monthly project portfolio board to improve information transparency and support escalation of portfolio strategic risks, where required. 
· Influencing Others: Develop internal and external relations, motivate, develop and encourage performance in others and the ability to negotiate and persuade at a high level





	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	A degree or equivalent professional qualification in a relevant subject. 
	A
	E2
	A professional membership of an appropriate professional body (e.g. APM) 
	A
	E3
	Significant PMO leadership experience within a Portfolio environment 
	A,C & D
	E4
	Experience with construction projects 
	A,C & D
	E5
	Experience of resource planning and project/progress tracking 
	A,C & D
	E6
	Expert knowledge of project control tools 
	A,C & D
	E7
	Experience of preparing and presenting reports to senior managers, committees, boards, and steering groups 
	A,C & D
	E8
	Financial management of large budgets 
	A,C & D
	E9
	Experience of leading and managing teams, building high-performing cultures that promote accountability, professionalism, collaboration, and continuous improvement 
	A,C & D
	E10
	Proven leadership experience in managing teams and fostering high-performance cultures that drive accountability, collaboration, professionalism, and continuous improvement. 
	A,C & D
	E11
	Strong interpersonal and communication skills, with the ability to present complex information clearly, build effective internal and external relationships, and influence, motivate, and negotiate at a senior level. 
	A,C & D



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Commitment to continuing professional development 
	A & C
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