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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Deputy Senior Portfolio Manager
	Senior Portfolio Manager 

	Location
	Department

	Headquarters
	Choose an item.
	Hours of work
	Number of hours

	All Hours Required	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational	None
	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	H 	N/A

	Level of criminal records check required
	Any additional vetting requirements 

	Disclosure Scotland - Level 2 Check	Choose an item.

Job Description

	Job Purpose

	The Deputy Senior Portfolio Manager supports the Senior Portfolio Manager in leading the Portfolio Management Office (PMO) and delivering effective oversight of the organisation’s project portfolio. 
The role requires sufficient authority, judgement and experience to progress portfolio activity independently within agreed parameters, while ensuring that strategic, high-risk, sensitive or exceptional matters are referred to the Senior Portfolio Manager. 
The postholder will deputise for the Senior Portfolio Manager when requested and will help maintain continuity, resilience and consistent standards across the portfolio. 
The Deputy Senior Portfolio Manager is expected to provide capable and reliable delivery leadership while preserving clear accountability. The role strengthens the resilience and capacity of the portfolio function by progressing the majority of routine and complex activity, supported by the Senior Portfolio Manager where appropriate

This is a temporary post for a period of 12 months with the possibility of permanency subject to budgetary approval and job evaluation. 


	Key Responsibilities of the Role

	1
	Lead Portfolio Coordination and Oversight

Manage in conjunction with the Senior Portfolio Manager the day-to-day coordination and oversight of the organisation’s project portfolio, maintaining an accurate view of delivery progress, strategic alignment, interdependencies, risks, issues, benefits realisation and resource utilisation. Provide timely analysis, advice and recommendations to support effective portfolio decision-making and intervention where required.


	2
	Drive Portfolio Governance and Assurance

Coordinate portfolio governance and assurance activities, ensuring that projects comply with agreed methodologies, standards and controls. Review the quality and completeness of business cases, plans, reporting and governance documentation, supporting governance forums with accurate, evidence-based information and monitoring the delivery of agreed actions.


	3
	Manage Portfolio Performance, Risk and Prioritisation

Monitor and analyse portfolio performance, identifying emerging trends, delivery challenges, resource constraints and strategic risks. Oversee the management of portfolio-level risks, issues and dependencies, ensuring appropriate mitigation, ownership and escalation, while supporting the prioritisation and sequencing of initiatives to maximise organisational value and delivery confidence.


	4
	Support Portfolio Strategy and Continuous Improvement

Contribute to the development, implementation and ongoing improvement of portfolio management frameworks, processes, tools and reporting arrangements. Promote consistent application of portfolio management standards across projects and lead initiatives that enhance organisational portfolio maturity, capability and effectiveness.


	5
	Provide Project Leadership, Support and Stakeholder Engagement

Build effective working relationships with project teams, sponsors, corporate functions and external stakeholders, providing expert advice, constructive challenge, coaching and targeted intervention to support successful delivery. Where required, lead or coordinate project reviews, improvement activities and specific project workstreams or assignments.


	6
	Lead Team Activities and Represent the Portfolio Function

Support the leadership and day-to-day coordination of PMO resources, allocating and reviewing work, promoting professional standards and contributing to team development and continuous learning. Represent the portfolio function at meetings and forums, exercising delegated authority appropriately, maintaining clear audit trails, and ensuring significant matters are escalated in line with governance requirements.





Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	Significant relevant experience in leading organisational change at a senior corporate level.  
	Essential

	Knowledge, Skills & Experience

	Programme and Project Management Expertise: Strong knowledge and practical experience of programme and project management methodologies, governance and assurance. 
	Essential
	Risk and Assurance: Knowledge and experience of risk, issue, dependency, governance and assurance management, with a proportionate and evidence-based approach. 
	Essential
	Judgement and Escalation: Sound judgement in deciding what can be progressed within delegated authority and what requires senior direction, with the confidence to raise concerns early and clearly. 
	Essential
	Leadership and Delivery: Ability to organise and direct substantial activity, maintain momentum across competing priorities and support colleagues to deliver to agreed standards. 
	Essential
	Competencies for Success

	Solve Problems & Make Decisions	Essential

	Relationships & Collaboration	Essential

	Listen & Communicate	Essential

	Accountability & Initiative	Essential
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