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JOB DESCRIPTION

	Job Title
	Programme Support Officer

	School /Service
	Commercial & Programme Delivery

	Grade 
	N/A

	Location and Hybrid working status
	Hybrid working - Base location Docklands Campus

	Reporting to
	SRS Programme Director

	Line management for 
	None

	Key working relationships: Internal 
	SRS Programme Team, Programme SME’s and Stakeholders.

	Key working relationships: External 
	Partners delivery organisations

	Contract type/ Hours 
	FTC / Full Time



Build your career, follow your passion, be inspired by our environment of success 

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 7 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


BRIEF OVERVIEW OF SERVICE/SCHOOL: Commercial & Programme Delivery

The Commercial and Programme Delivery Directorate, led by the Chief Commercial Officer, sits at the heart of UEL’s strategic ambitions, bringing together expertise across commercial strategy, procurement, programme delivery, strategic transformation and business development to drive the University’s major initiatives and long-term growth agenda. Combining strong governance, oversight, and delivery capability with deep commercial expertise, the Directorate enables the successful delivery of UEL’s most significant and complex initiatives while also helping the University identify and realise new opportunities through strategic partnerships, innovative operating models, and diversified income streams. The Directorate sits at the intersection of operational excellence and strategic growth, ensuring that UEL delivers on its commitments and pursues sustainable opportunities that strengthen its long-term financial resilience, market position and reputation while remaining true to its academic mission and civic purpose.


JOB PURPOSE
The SRS Transformation Programme is seeking an experienced Interim Programme Support Officer to provide dedicated programme delivery, governance, and operational support across a large-scale, complex transformation initiative spanning systems, processes, governance, and organisational change.

This is not a traditional administrative PMO role. The successful candidate will operate as a proactive and highly capable delivery professional who can independently drive programme coordination, governance activity, stakeholder engagement, and programme assurance at pace within a high-profile transformation environment.

The role will support the Programme Manager, Project Manager, and wider transformation leadership team by ensuring the programme is effectively governed, documented, coordinated, and tracked through its define and initiate phases and beyond.
The position requires an individual who can “hit the ground running”, work autonomously with minimal supervision, and rapidly establish strong relationships across multiple concurrent workstreams and stakeholder groups.



KEY DUTIES AND RESPONSIBILITIES

Programme Delivery Support
· Provide proactive day-to-day support to the Programme Manager and Project Manager across all aspects of programme delivery.
· Coordinate programme activities across multiple workstreams, stakeholders, and delivery teams.
· Maintain momentum across key transformation activities and ensure actions are tracked through to completion.
· Act as operational support and cover for programme leadership where required.

Governance and Assurance
· Ensure decisions, actions, risks, issues, dependencies, and assumptions are accurately captured, tracked, and reported. 
· Maintain and continuously improve key programme documentation including: 
· RAID logs 
· Decision logs
· Stakeholder matrices
· Highlight reports 
· Action trackers
· Programme reporting packs
· Ensure all programme documentation aligns with agreed governance standards and PMO frameworks.

Stakeholder Management
· Build effective working relationships with senior stakeholders across academic, administrative, operational, and technical areas.
· Support stakeholder engagement activities including workshops, governance forums, planning sessions, and change readiness discussions.
· Manage communications and follow-up actions to ensure alignment and accountability across the programme.

Workshop and Meeting Coordination
· Organise, coordinate, and support large-scale programme workshops and governance meetings.
· Prepare agendas, papers, presentations, minutes, and action logs.
· Facilitate workshops and meetings where appropriate.
· Ensure actions and decisions are accurately documented and followed through.

Reporting and Communication
· Translate complex programme activity into clear, concise, and actionable updates. 
· Support reporting on: 
· Programme progress – planning updates
· Risks and issues 
· Budget and resource tracking 
· Change impacts 
· Governance compliance 
· Organisational readiness 

Risk and Issue Management
· Document and proactively manage programme risks, issues, dependencies, and constraints.
· Escalate concerns appropriately and support mitigation planning.
· Ensure auditability and traceability of programme decisions and actions.

Change and Transformation Support
· Support organisational change activity across the transformation programme.
· Assist with coordinating cultural, operational, and process change initiatives.
· Help ensure stakeholder readiness and adoption activities are tracked and supported effectively.

Financial and Resource Support
· Support programme budget tracking and resource monitoring activities.
· Assist with forecasting, reporting, and coordination of programme resource requirements.


The duties and responsibilities outlined above provide a general overview of the range of tasks that a Programme Support Officer at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed.



PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.


	Education and Qualifications
	Essential 
	Desirable

	Experience & Knowledge
	· Significant experience supporting large-scale transformation programmes or complex organisational change initiatives.
· Demonstrable experience operating within structured programme governance environments.
· Strong understanding of project and programme management methodologies such as PRINCE2, MSP, Agile, or equivalent.
· Experience maintaining high-quality programme documentation and audit trails.
· Proven ability to work independently in fast-paced delivery environments.
· Strong stakeholder engagement and communication skills.
· Experience coordinating complex workshops, governance forums, and cross-functional meetings.
· Excellent organisational skills with the ability to manage multiple priorities simultaneously.
· Experience using programme management tooling such as JIRA, Confluence, Microsoft Project, SharePoint, Smartsheet or equivalent.

	· Experience within Higher Education or large public sector transformation environments. 
· Experience supporting enterprise system implementations or digital transformation programmes. 
· Experience supporting organisational change and change management activity.

	Attributes and Behaviors
	· Strong attention to detail and governance discipline.
· Able to operate with high autonomy and minimal direction.
· Strong problem-solving capability.
· Resilient and adaptable in complex environments.
· Collaborative and collegiate approach.
· Able to establish credibility quickly with senior stakeholders.
· Strong written and verbal communication skills.
· Able to work at pace while maintaining quality.
· Methodical, inquisitive, and comfortable working with imperfect structure.
· Pragmatic and delivery-focused, with an appreciation of project timelines and go-live pressures.
· Collaborative and confident working with a wide range of stakeholders.

	








Further Information: 
UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to understand our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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