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	Title
	 Senior Project Controller]

	Band
	Individual Contributor – Professional

	Grade
	P3 

	Job Family
	 PRAU

	Reporting To
	Planning Lead/Head of Planning

	Location
	 Hastings/Hybrid 

	Date Written/Revised
	 30th March 2023  


	Position Objective

	Senior Project Controller is a wide ranging role that interfaces with a number of key project stakeholders across the business, but primarily with Project Managers, Control Account Managers and Project Managers. The principle purpose of the role is to:

· Support assigned Project Manager(s) to promote good planning practice and ensure scope, schedule & budget adherence

· Monitor, report & flag concerns, exceptions and issues through recognised escalation routes, along with proposed solutions

	


	Generic Level Description

	General Accountabilities
	Fully qualified to execute job/role accountabilities working independently on most aspects of work.

	Supervision Required or Provided to Others
	Normally receives little instruction on day-to-day work and general instructions on new assignments. May lead a project or work team made up of junior technical and/or professional and support staff - focus is on task management vs. resource and staff management. 

	Complexity
	Works on problems of diverse scope where analysis of data requires evaluation of identifiable factors. Exercises judgment in selecting methods and techniques for obtaining solutions.

	Knowledge and Expertise
	As a seasoned, experienced professional has developed a full understanding and expertise in area of specialization.  Resolves a wide range of issues in creative ways.  

	Problem Solving
	Identifies key issues and patterns in moderately complex situations; takes a broad perspective to problems and spots new, less obvious solutions.

	Planning and Organizing
	Manages own time to meet agreed targets; develops plans for specifics work activities in own area over the short/medium term.

	Project Management Accountabilities
	Begins to manage medium to moderately complex projects; coaches and mentors others on project management issues that are supported by supervisor.

	Decision Making and Autonomy
	Has decision-making authority and autonomy needed to deliver on accountabilities of job/role; seeks approval form others on matters outside of job/role scope; makes decision regarding work and development of project team members when required.

	Client/Business Orientation
	Ensures commitments to internal and external client are met in a timely and cost-effective manner.  Interprets client needs, assessing the full requirements; identifies solutions to non-standards tasks/queries.  Interprets internal/external business issues and best practice in own discipline; applies to own role or identifies areas of improvement in product/process or program.   May take action to monitor and control costs within own work area.

	Communication, Negotiation and Influencing
	Adapts information/style to the audience, explains difficult issues clearly, establishes consensus, and attains agreement.

	Leadership Requirements
	Seeks and provides candid and timely feedback to improve performance; shares information in an open manner; fosters teamwork and innovation by involving others in problem solving, decision making and creative thinking.

	Key Contacts
	Builds internal and external relationships, with emphasis on those that facilitate the achievement of job/role accountabilities, such as relationships with key suppliers, customers and internal service providers.

	Physical Effort 
	Little chance of injury. Duties may involve sitting, standing, keyboarding with frequent flexible breaks.

	Working Conditions


	Standard Office Environment. May be required to travel and/or have overnight trips.  Hours worked may exceed regular schedule.


	Discipline Description

	Scope Management

Schedule Management 

Finance Management 
Resource Management 
Risk Management 

Change Management

Governance
Bid Support
	· Work with assigned Project Manager(s) to scope project requirements into a coherent WBS, OBS and RAM.

· Ensure that scope changes are reflected in the WBS, OBS, RAM and project schedule.  

· Analyse the impact of scope changes, making recommendations to assigned Project Manager(s).

· Produce resourced & time phased schedules with critical paths to help ensure that all tasks are complete and milestones are achieved on target and within budget.

· Maintain a project baseline schedule and track changes to the baseline as the project progresses.

· Ensure that schedules are produced to a detail in accordance with the project time frame, employing rolling wave planning where appropriate.

· Regularly collect task status and update the schedule, analyse any variation or forecasted variation to plan.

· Carry out Schedule Quality Analysis, Schedule Uncertainty Analysis, Schedule Risk Analysis and Critical Path Analysis on schedules as required within assigned projects.

· Identify vertical and horizontal dependencies and deliverables so that cross-schedule links can be made and maintained.

· Review ETCs, EACs and other inputs with budget holders and submit updated forecasts to financial system.  Agree identified variances and progress solutions with assigned Project Manager(s) and Project Accountant. 

· Track all expenditure on assigned projects, analyse spending trends and estimate final costs, reporting any deviation from baseline.

· Ensure resource demand and supply (headcount) data in plans accurately reflects requirements. Challenge demands with assigned Project Manager(s) and other key stakeholders where necessary. 

· Provide resource profile output from schedules into the resource management system used by the business.

· Create and maintain risk registers. Organise and facilitate regular risk reviews with risk owners and track mitigation actions. Include mitigation actions in plans and schedules as part of performance measurement baselines.

· Provide risk and related data in agreed formats for reporting purposes.

· Escalate, as necessary, extraordinary risk & issue impacts to project constraints that could adversely affect project success.

· Maintain high level Risk Network schedules for use in Schedule Risk Analysis.

· Ensure that a performance measurement baseline is produced for each assigned project. 

· Ensure that changes to the project's performance measurement baseline are controlled and formally approved by the project manager prior to implementing.

· Good working knowledge of project lifecycles, phases and governance. 

· Able to contribute effectively to project governance activities by critically analysing project health in terms of project scope, schedule, risk and key project metrics.

· Support bids by providing schedules, resource demand and costing/estimates for the bid opportunity and the activities related to bid execution in line with the process


	Knowledge, Skills & Abilities

	Technical Skills
	· Essential: Can create and maintain project schedules using Microsoft Project, use them to effectively manage and report progress on a project.

· Essential: Has a good working knowledge of Microsoft Office applications (Word, Excel, PowerPoint, and Outlook).

· Essential: Can create, maintain and report risks using a risk management tool.


	Education & Experience

	Required Education & Experience
	A Senior Project Controller:

· Would typically have a number of years experience working in a controlled project environment and would be expected to assume the behaviours and responsibilities summarised below while supporting a portfolio of projects of medium to high complexity.

· Has a solid understanding of the knowledge, skills, and abilities required to provide quality support to assigned projects.

· Is flexible with a service delivery mind-set, providing ad-hoc support and undertaking additional activities as required (within an agreed level of support budget) to provide a quality service to assigned projects.

· Is required to produce high quality work on time and is recognised as contributing to the success of assigned projects, demonstrating their expertise to project team members.

· Is professional in appearance and demeanor, has very good verbal and written communication skills, very good negotiation skills, and demonstrates very good logical thinking skills.

· Supports and contributes to improvement initiatives.

· Is familiar with the principles behind Project Controller competencies and can apply them in situations without needing supervision or guidance.

· Typically requires degree level education, and a wide range of relevant experience, or equivalent. 
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