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Job Title:  PMO Analyst
	Role Purpose (position scope)

	The Draken Programme Management Office (PMO) provides the structure, standards and oversight required to ensure programmes and projects are consistently planned, governed and delivered across the business. It supports delivery teams by coordinating reporting, controls and decision‑making information, enabling clear visibility and effective management across programmes and projects. The PMO now requires a PMO Analyst to coordinate core governance, reporting and control activities, supporting the effective delivery of programmes and projects and enabling clear visibility across the portfolio.
The PMO Analyst supports day-to-day delivery activities through maintenance of documentation, reporting, tracking performance, risk, issue, change and dependency data, and ensures data and reports lead to coherent views that enable informed decision-making. This includes monitoring the application of governance, controls and processes. The role requires an eye for detail, and a continuous improvement mindset to improve project, programme and PMO delivery. 
In addition to supporting the PMO, the role contributes to broader business engagement with programme and project delivery, supporting colleagues less familiar with delivery structures, and enabling small-scale projects or change activities. The PMO Analyst also plays a proactive part in supporting business objectives and forums aligned with Draken’s social value aspirations and commitments.



	Line Manager
	Dotted Line
	Direct Reports
	Dotted Line

	PMO Director
	None
	None
	None



	Key Responsibilities

	Coordinate governance and control activities, ensuring reporting cycles, documentation, assurance inputs and decision‑making information are accurate and on time.
Maintain and update process documentation, ensuring information is complete, version‑controlled and compliant with expected standards.
Consolidate project and programme information into clear portfolio‑level reporting, enabling visibility of trends, constraints, resource impacts and emerging risks.
Monitor the appropriate application of governance, controls and processes, identifying gaps or inconsistencies and escalating where necessary.
Identify opportunities to improve project, programme and PMO processes.
Provide support and guidance to colleagues less familiar with programme and project practices, helping them engage effectively in delivery and manage small‑scale activities.
Assist with planning and coordination of small projects or change activities, providing structure, documentation and administrative support where needed.
Support business forums and activities linked to organisational objectives and social value commitments, coordinating inputs and tracking related actions and outcomes.



	Skill 
	You should be able to:

	Application of Project and Programme Management Methods and Tools
	Support consistent application of delivery methods, governance standards and control processes across programmes and projects.
Provide practical advice and guidance to help embed good practice and ensure documentation and reporting are used effectively.
Contribute to the continuous improvement of PMO processes, templates and controls.
Familiar with M365, Power BI and project management tools.

	Portfolio, Programme and Project Support
	Provide reliable and consistent P3O‑aligned services across the portfolio.
Establish documentation requirements and ensure controlled management of artefacts and records.
Use analytical tools to gather, interpret and present performance data at project, programme and portfolio levels.
Support governance and decision‑making forums by providing consolidated, accurate and timely reporting.

	Change Control and Configuration Management
	Support assessment and processing of change requests, ensuring impacts are understood and recorded.
Maintain version control and configuration standards across documentation and reporting materials.

	Planning and Organisation
	Support teams in estimating, planning and scheduling activities using agreed methods and templates.
Coordinate timelines for reporting, governance and control activities, ensuring information is prepared and delivered to required standards.
Help business functions interpret management information, dashboards and reporting.

	Communication and knowledge sharing 

	Be willing and able to share information, good practice and expertise with others.
Present sound and well-reasoned arguments to convince others using a variety of methods including PowerPoint.
Work to create and sustain a team ethos and collaborative environment across the business and portfolio delivery. 
Have a service delivery mindset in provision of support.

	Leadership and Teamwork

	Build and maintain constructive working relationships with delivery teams and business functions.
Take initiative when supporting small project activities or improvement work.
Respond positively to changing business needs and priorities.

	Tools and Systems
	Proficient in MS Project and Project Web App.
Proficient in administration and interpretation of Power BI reporting.
Competent across Microsoft 365 applications for documentation, collaboration and communication.



	Key Measures

	Timely and accurate delivery of programme, project and portfolio reporting.
Consistent application and maintenance of governance, controls and documentation standards.
Effective coordination and support of core PMO activities, including scheduling, assurance inputs, status tracking and decision‑making information.
Demonstrated contribution to continuous improvement, identifying and supporting enhancements to PMO, project and programme processes and ways of working.
Positive engagement across business teams, supporting colleagues unfamiliar with delivery practices, enabling small‑scale activities, and contributing to forums aligned with organisational and social value objectives.
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