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	Role Title:
	PMO Analyst

	Report to (title):
	PMO Manager – BTS

	Function/Department:
	Business Technology Services (BTS)

	ABF Business Technology Services Overview

	Business Technology Services works across the major divisions of ABF, helping our businesses to thrive through the provision of world class Technology infrastructure, support, and delivery of new technologies to support the achievement of company strategic outcomes. 


	Role Summary

	The PMO Analyst supports effective management, governance, reporting and improvement of departmental projects and jobs. The role will act as a key point of coordination between delivery teams, customer stakeholders and departmental leadership, the role ensures work is well controlled, issues are owned through to resolution, reporting is accurate and meaningful, and governance standards are consistently adopted and evidenced.  This role will not only support BTS PMO but may be required to support other Businesses.  




	Role Responsibilities/Accountabilities

	Job Management and Coordination
· Manage departmental jobs, requests, actions and project activity through agreed processes, tools and governance.
· Track progress against agreed milestones, owners, deadlines and service expectations, keeping information accurate, current and visible.
· Coordinate inputs from project managers, delivery teams and stakeholders to support planning, prioritisation and decisions.
· Maintain clear action, decision, risk, issue and dependency records, ensuring follow-up activity is visible and progressed.
Stakeholder Management and Escalation
· Act as a professional customer contact for stakeholders, ensuring clear communication, manage expectations and timely responses. 
· Build effective relationships across business, delivery and support teams to progress issues.
· Own assigned escalations, driving resolution or appropriate onward escalation.
· Constructively challenge delays, gaps and unclear ownership, keeping stakeholders informed and accountable for agreed actions.
Data Analysis, Reporting and Insight
· Collate, analyse project, job, financial, resource and performance data to produce clear management information.
· Identify trends, exceptions, risks and underperformance from reporting outputs, highlighting root causes and recommended actions.
· Produce dashboards, packs and narrative updates giving leaders an accurate view of performance and decisions required.
· Use reporting to hold departments and owners accountable for improvement actions, agreed standards and performance commitments.
Month-End, Year-End and Financial Support
· Coordinate month-end and year-end information, ensuring deadlines are understood and met.
· Support financial, utilisation, forecasting, work-in-progress and performance reporting.
· Validate information and resolve discrepancies with finance, project managers and departmental leads.
· Provide clear commentary on movements, exceptions and impacts to support decisions.
Governance, Compliance and Evidence
· Ensure governance processes, standards and controls are consistently applied across projects, jobs and reporting.
· Monitor compliance covering reporting, RAID, decisions, approvals, document quality and audit trails.
· Maintain evidence that governance  has been followed, enabling leadership, audit and assurance reviews to confirm adherence to required standards.
· Identify gaps and implement corrective actions with stakeholders to strengthen control and consistency.



	Working Pattern & Location

	· This role is a 37.5hour week Monday – Friday 
· This will be a hybrid role, with a mix of home working plus travel to Peterborough on regular basis – possibly up to 2 / 3 days a week.



	Experience, Knowledge, Skills & Attributes

	Essential
	Desirable

	Experience working in a PMO, project support, coordination, governance, reporting or service delivery
	Power BI or PPM experience is advantageous

	Strong analytical skills to interpret complex data, identify issues and translate findings into meaningful insight
	Experience of working in a consultancy environment

	Confident, professional stakeholder management across customers and delivery teams
	Experience of creating month-end and year-end financial packs with commentary and exception reporting

	Proficiency in Excel, PowerPoint, Teams and SharePoint
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