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Project Management Officer, Payroll Migration

Southampton and UK wide travel 

About us

At NHS SBS we offer a wide range of innovative and reliable back office services to more than 30% of the NHS including Finance & Accounting, Payroll & HR, Family Health Services and Commercial Procurement Solutions.  
Job Purpose

The Junior Project Management Officer will support medium scale projects with medium levels of risk and complexity.  Typically these projects will include change management, project documentation, communications, business process and data analysis, training, process documentation, and administrative activities. The role will also lead the support infrastructure to maximise the effective overall management of small to medium scale, complex and medium value/small risk programmes and portfolios of projects
Key Responsibilities

· Supports business development activity, through supporting the Operational and business development teams in presenting the migration process to Prospects and contributing to the overall solution design
· Defines detailed scope and deliverables for project with ‘client’ (may be internal or external)


· Delivers project in accordance with agreed scope, acceptance criteria, time, financial and quality measures; manages contractual arrangements

· Ensures effective client engagement and stakeholder support during project (including sub-contractor and partner management) and reports and escalates in a timely manner to both the client and NHS SBS, initiating corrective action where required
· Attendance at project teams and project board meetings at client sites that could be nationally located


· Ensures implementation of effective governance processes and compile delivery governance reports 
· To identify and escalate risk in his/her business activities and take responsibility for reporting risks in a timely, open and appropriate manner

· Completes assignment review with ‘client’ at the end of each and every project (or six monthly for long term projects)


· Supports the Payroll  team in managing change within the client organisation

· Co-ordinates all Project Team and Board meetings
· Takes responsibility for all administrative activities related to the projects including actions, minutes, meetings and travel arrangements

· Supports the Benefits Realisation Plan in conjunction with Client representative
· Tracks and reports on progress regarding the Benefits Realisation Plan

· Deputises for the Migration project Manager or Implementation Manager as required
· Weekly Project Reports to be submitted to Stakeholders
· Deliver services in accordance with agreed scope, acceptance criteria, time, financial and quality measures

· Compile project/service risk and issue registers
· Provide Management services support for project delivery. Including compilation of budget and forecast figures; capability planning; milestone/delivery planning
Person Specification

· Experience of supporting multiple projects
· Management of individual projects
· Client liaison experience

· Ability to meet critical deadlines

· Work as part of a team and on an individual basis

· Advanced Microsoft project experience

· Excellent communication skills

· UK mobile
Salary is £25,000 per annum plus 5% flex fund and standard benefits 

All applications need to be made by Friday 4th of November 2011. Should you wish to apply please send your CV to me on cherie.ramsingh@steria.co.uk or for an informal discussion about the position call me on 01189 847341. 
Steria Recruitment Ltd (a Steria company) provides recruitment and resourcing solutions to Steria, a leading European IT service provider. Steria is committed to establishing and maintaining a working environment which is free from discrimination and which values all employees as individuals. All employees and prospective employees are selected, recruited, trained and promoted solely on the basis of their skills and behaviour.
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