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JOB DESCRIPTION


Job Title:	Programme Controls Assistant 
School/Service: 	Estates & Facilities Management
Grade: 		TBC	 
Campus:		University-wide
Responsible to:  	Director of Projects & Estates Development
Responsible for whom: 	N/A
Liaison with:      	Projects & Estates Project Team, UEL Business Partners, Deans of Colleges, Head of Schools and Directors of Services, Local Authorities; Consultants and contractors
	

ABOUT THE UNIVERSITY OF EAST LONDON:
The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and forward-thinking vision is making a positive and significant impact to the communities we serve, inspiring both our staff and students to reach their full potential.  
 
Born in 1898 to serve the skills needs of the 2nd industrial revolution, the University of East London has commenced Year 3 of its transformational 10-year Vision 2028 strategic plan led by our Vice-Chancellor & President, Professor Amanda Broderick, to advance Industry 4.0 careers-1st education. We have a clear route-map to provide a springboard for the jobs and opportunities of the future; drive diversity in the 4.0 talent pipeline - working in partnership to promote talent wherever it is found; and to create an inclusive and sustainable, green future. 
 
We are looking for forward-thinking, innovative, curious, high-energy, self-aware people who are passionate about making a positive difference and who will thrive in an inclusive and diverse University community who are never not moving forwards.  
 
We are building an environment of success where colleagues are supported to achieve, and our community can flourish and thrive. We are an accredited Investors in People Award Institution and have achieved the Investors in People Health and Wellbeing Award. With Athena Swan Awards and being one of a small number of Universities to have achieved the Race Equality Charter Award, we continue on our journey to address and reduce barriers to opportunity. 
 
So, if you are looking to build your career in a dynamic, inclusive and performance-focused team and are inspired by our environment and drive for success, we want you to apply to join the University of East London. We are looking for inspirational individuals who have a passion to make a positive difference to people and planet, creating a more sustainable future for everyone.  
THE DEPARTMENT:
The Projects & Estates Development Team (PED) delivers capital projects and strategic estate change to support UEL’s Vision 2028. The team champions performance-focused delivery, customer service excellence, and strong governance, working collaboratively with multiple internal and external partners.

JOB PURPOSE:

This role provides high-quality programme office and executive support to enable effective planning, reporting and governance across the PED portfolio.

The postholder will:

· Support the Programme Controls & Reporting function through administration, data collection, document control and reporting preparation

· Provide proactive executive support to the Director of Projects & Estates Development including diary management, meeting coordination and stakeholder communication

· Maintain smooth office operations and ensure all governance and reporting activities are organised, timely and accurately documented

· This role is essential in enabling efficient leadership delivery and ensuring data and decisions flow effectively through the department.

MAIN DUTIES AND RESPONSIBILITIES:

Programme Controls & Reporting Support

· Assist with collating data for portfolio dashboards, monthly reports and governance packs
· Work with the Programme Controls & Reporting Manager to maintain accurate schedule, risk, financial and performance data
· Support quality assurance and version control of project documents and approvals
· Track submission deadlines, actions and reporting requirements and chase inputs across the PED team
· Manage document control and SharePoint storage structures ensuring transparency, accessibility and audit trail
· Support project stage-gates and approvals administration
· Produce standard reporting templates and assist in data visualisation where required




Executive Support to Director

· Proactively manage diary, ensuring intelligent prioritisation, logistics and briefing coordination
· Organise internal & external meetings: agendas, logistics, hospitality, papers, actions and accurate minutes
· Screen and manage incoming communications for the Director
· Support the Director in preparation for governance/committee attendance including briefings and action tracking
· Arrange business travel and expenses

Office & Business Management

· Act as key point of contact for PED enquiries (staff, partners, visitors)
· Maintain effective administrative systems, procurement processes, purchasing card reconciliations and financial tracking as required
· Coordinate onboarding for new team members and maintain PED contact and distribution lists
· Support departmental events, engagement activities and staff meetings
· Support compliance with data protection, confidentiality, Health & Safety and sustainability policies

PERSON SPECIFICATION
Essential
· Experience supporting senior leaders and/or programme/project teams
· Strong organisational skills with ability to manage competing priorities
· High attention to detail and accuracy with data and documentation
· Excellent communication skills, able to tailor style to audience
· Strong digital skills, including MS Office 365, Teams, Outlook, Excel and SharePoint
· Experience preparing meeting materials and professional minute-taking
· Ability to handle sensitive and confidential information with professionalism
· Customer-focused and collaborative team player

Desirable
· Experience supporting a capital projects team, construction or HE environment
· Understanding of project/programme governance processes
· Experience using MS Project or data visualisation tools (Power BI)
· A relevant qualification or willingness to undertake development (e.g., APM PMO/Agile Foundation, Business Administration)

OTHER REQUIREMENTS
· Commitment to EDI and inclusive working
· Continuous improvement mindset
· Commitment to sustainability and Net Carbon Zero ambitions
Qualifications: 
Essential
· Educated to A-Level/NVQ Level 3 (or equivalent experience in a relevant administrative role)
· Demonstrable experience supporting senior leadership and/or programme/project teams
· Strong digital capability with Microsoft 365 tools (Outlook, Excel, SharePoint, Teams)
Desirable
· Training or certification in project/programme administration or management (e.g., APM PFQ, PRINCE2 Foundation, Agile awareness)
· Business administration qualification (NVQ Level 4 or equivalent)
· Familiarity with project/portfolio management and reporting tools (e.g., MS Project, Power BI)
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