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Job Title:		Programme & Project Support Officer
Location:		Homebased with national travel as and when required 
Contract type:                 Fixed term, 12 months
Accountable to:             	Senior Programme Manager, Strategy Enablement
Salary:			Grade 4 - £35,581.75 per annum
Hours:			35 per week  
Leave:			30 days holiday per annum plus bank holidays. pro-rated for any employees working 			less than 35 hours per week

 About Shelter 

A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination and the threat of eviction.  

Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable.

We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:

· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 

Diversity Statement

At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 

We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation.

Other Information

All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation. This post is not exempt from the Rehabilitation of Offenders Act.

Safeguarding is everyone's business. Shelter is committed to protecting the health, wellbeing and human rights of those we support, and enabling them to live free from harm, abuse and neglect. All our staff will be expected to observe professional standards of behaviour and conduct their work in line with our Safeguarding Policies.

This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.

About the role

The Programme and Project Support Officer will support the delivery of key projects and programmes of work driven by the Strategy Enablement function.

Reporting to the Senior Programme Manager the Programme and Project Support Officer will work closely with the Assistant Directors in Strategy Enablement and Programme Team members to ensure successful completion of key organisational projects and programmes of work.

They will ensure programmes and projects run smoothly by supporting the administration, co-ordination and reporting related to the projects, programmes and their workstreams. The role will ensure that programmes are supported with accurate and up to date information and will keep key programme artefacts such as timelines up to date.

Role Specific Responsibilities

Please note that although the standard working week is 35 hours 9.00 am – 5.00 pm, the nature of this role requires a flexible approach in response to changing priorities and may also require occasional irregular hours. There will also be an occasional need to travel to other locations in the UK.

Main Objectives 

· Programme administration and logistics support 
· Support the administration of programmes and projects by undertaking technical and administrative tasks under the direction of the Senior Programme Manager.
· Arrange meetings/workshops with stakeholders, circulate agendas and take minutes
· Conduct activities that help administer the RAID log, including escalating issues to the Senior Programme Manager, chasing updates from workstream leads and ensuring risks, issues, dependencies and decisions are catalogued correctly
· Follow up agreed actions and chase progress on project and workstream tasks.
· Maintain other Programme artefacts such as dashboards and PPM
· Ensure your activities are aligned with the wider programme under the supervision of the Senior Programme Manager

· Programme and Project Communication 
· Support the engagement of all key stakeholders, preparing communications, completing the administrative tasks of workshops and preparing other materials. 
· Support internal communications about the programmes and projects that you are involved in including producing briefings, presentations and other materials. 

· Workstream Support
· Help with the maintenance of project and workstreams plans.  
· Support the collection of workstream progress data.
· Support workstreams to resolve issues and mitigate risks alongside the Senior Programme Manager.

· Programme and Project Data
· Ensure data used within the programme/s is accurate and up to date
· Highlight missing information and if possible take action to rectify inconsistencies 

· Project and Programme Management Practice
· Contribute to the development and dissemination of good practice in and new approaches to project and programme management.

· Programme and Project Document control
· Ensure correct templates and documents are used by programme stakeholders and workstream leads
· Ensure that the latest versions of documents are used and stored correctly
· Ensure document discipline across the programme

· Programme/s and Project Benefits
· Under the direction of and alongside the Senior Programme Manager conduct regular check ins on workstream outcomes and benefit realisation
· Ensure that benefit maps are maintained accurately and up to date

About you 

Essential:
1. You will be experienced in the administrative tasks to ensure a Programme runs successfully
2. You will have good knowledge of a range of project management tools and methodologies and project tracking software such as PPM
3. You will be familiar with a RAID log or similar Programme governance tools such as a Risk Plan. 
4. You will be very experienced in keeping accurate minutes and summarising actions
5. You will have a passion for improving processes, supporting effective delivery, and a clear focus on detail with a strong background in administration and programme experience is essential. 

Expected:
6. You will be an accomplished user of Microsoft Office applications, particularly Word, Excel and Powerpoint
7. You will be comfortable working in a dynamic programme or project environment where priorities may shift
8. You will have excellent written and verbal communication skills
9. You will be able to work with minimal direction and using your own initiative
10. You will be an active team player that demonstrates a collaborative mindset, seeking guidance when required.
11. A project management qualification or training such as PRINCE2 or APMG qualification is desirable

Required behaviours
The Shelter Behaviours demonstrate the attitudes and approaches we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  

At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below.

We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

We enable decision making
· by giving people the tools, they need to make well informed decisions
· by being accountable for the decisions we make
· by delegating authority to those closest to the work

We create change and align behind our strategy
· by participating in change initiatives that deliver our strategy
· by supporting tough strategic choices
· by saying no to work that does not serve our purpose

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback

· by being proactive and taking initiative

Other information

· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.
· This post is not exempt from the Rehabilitation of Offenders Act.

Please note
This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.
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