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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme.

For further information about all the benefits we offer, please click HERE.


	About the Job 

	The Programme Management Office is a centralised function within an organisation that oversees and supports the delivery of multiple projects that are part of a larger programme of work, ensuring alignment with strategic objectives and overall business strategy. 

As a Programme Support Officer, you will be the central to the smooth running of the Programme Management Office. Through effective administration, organisation and support you will help the Programme Office to provide oversight, co-ordination and prioritisation of activity that will support the Financial Recovery and Corporate Plans delivery. You’ll do this by ensuring programme systems, documentation and records are effectively maintained to enable the wider team to deliver effective governance and assurance on progress and outcome to senior leaders and Elected Members. 

More specific responsibilities include:

· Being the first point of contact for Change enquiries; monitoring and responding to call and emails from a range of stakeholders via the dedicated contact points i.e. telephone calls and shared email. 
· Signposting and responding to queries from management, staff, public, Elected Members and other external stakeholders in relation to plan activity. 
· Creating, maintaining and supporting an effective file storage and data management systems/sites (SharePoint) in line with plan requirements and data protection, including the managing permissions and access.
· Supporting the effective management of governance boards by arranging meetings, preparing and sending out agendas, booking rooms, attending and taking minutes of meetings, distributing minutes and following up on actions, as appropriate.
· Providing administrative support to the Programme Management Office. 
· Interpreting and responding appropriately to project team requirements for information. 
· Supporting the acquisition of resources for unit led activity by providing administrative assistance to selection processes, onboarding and induction. 
· Providing administrative financial support to the programme transactions including placing orders, goods receipting and dealing with enquiries.
· Using a range of Microsoft Office packages, for example to enter data, compile notes, and reformat presentations.
· Supporting the collection of management information, and the subsequent preparation of regular and ad hoc programme reports and presentations.
· Providing support to the organising and running of meetings, forums and workshops to aid plan delivery and reporting.
· Supporting the maintenance of plan documentation and logs. 
· Undertaking any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.


	About You

	You’ll be extremely organised with a logical and methodological approach to work, which you have been able to effectively apply to supporting projects. This project-based experience will ensure that you have a familarisation with project documentation and knowledge of the project cycle and associated activities. 

You’ll also have experience of assisting with the preparation of documentation for board meetings and events. This will involve supporting the preparation of papers, slide decks, training materials, briefings and agendas for meetings, as well as taking notes at them.  You’ll therefore have extensive experience in all aspects of Microsoft suite; Word, Excel, PowerPoint, Visio and will ideally have had experience of taking notes at board level meetings. 

Your administrative support will also extend to supporting the Director and Head of the Programme Management Office by providing financial administration by raising purchase orders, arranging payments and keeping records of approvals. 

The Programme Management Office is the central point of contact for programme activity and as the Programme Support Officer you will be required to monitor and respond to incoming communications via the programme’s central email account.  You’ll have the ability to engage and build effective working relationships with a range of stakeholders, including senior management and Elected Members, project team members and operational services and in doing so, you’ll be able to use discretion, initiative and personal judgement in dealing with sensitive and confidential matters.

A part of the governance cycle you will be required to arrange boards, meetings and workshops, as well as coordinating the documentation going to and coming out of these meetings and you’ll therefore have excellent organisational skills and the ability to deal with multiple tasks in parallel and meet the associated deadlines. Reporting progress, trends and outcomes is a core element of our governance you’ll need to be able to accurately collate and compile data to support this process, as well as collaborating with project teams, operational services and other key stakeholders to co-ordinate this type of information.

The Programme Management Office also has responsibility for monitoring and acquiring project resources. This may include recruiting employees, agency workers or consultants. You will play a key role in coordinating this activity and therefore a broad knowledge of recruitment practices and agency worker regulations would be beneficial. 

No two days are the same when working on a large-scale programme, and you will therefore need to be comfortable in dealing with change and uncertainty and by seeking solutions to challenges through innovative thinking. We are looking for someone who can embrace these challenges with a can-do’ attitude and a result driven focus. 

As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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