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Job description
	Job title
	Portfolio Lead

	Grade
	3

	Working pattern
	Mon-Fri

	Hours
	Full time (35 hours)

	Location
	Home-based



Role purpose summary
The Portfolio Lead role sits within the Project and Portfolio Management function of the Housing Ombudsman Service which is responsible for helping the organisation to identify, plan, prioritise, align and coordinate the delivery of change activities across directorates’ portfolios and the emerging organisation-wide transformation programme. 
The postholder will provide leadership and coordination for projects, programmes and portfolio initiatives, contributing to the effective delivery of change across the organisation. They will support project and portfolio-level management by ensuring robust planning, tracking and reporting mechanisms are in place. Working in multidisciplinary teams and with senior stakeholders, the postholder will contribute to the culture of continuous learning and improvement, ensuring that projects and change activities are aligned to strategic priorities and managed in accordance with agreed governance and assurance frameworks.

Responsibilities and outcomes
· Portfolio Data Management: Maintain high‑quality portfolio data across the PPM tool, ensuring information is accurate, complete and up to date to support reliable planning, tracking and reporting.
· Reporting & Insight: Produce regular portfolio reports, dashboards and insights that enable effective decision‑making by the PMO Manager, Programme Managers, SROs and senior governance forums.
· PPM Tool Support: Support configuration, rollout and continuous improvement of the PPM tool — including data validation, user guidance, troubleshooting and helping embed consistent use across the organisation.
· Standards & Ways of Working: Help the PMO Manager develop, maintain and embed project, programme and portfolio standards, templates and processes that support consistent delivery and portfolio maturity.
· Quality Assurance Support: Assist with stage gates, health checks and assurance activity by preparing evidence packs, analysing compliance with standards and identifying improvement opportunities.
· Portfolio Planning & Prioritisation: Work with service colleagues to Support annual and in‑year planning cycles by working with Programme and Project Managers and DMTs to coordinating data submissions, validating assumptions and helping map dependencies, capacity and feasibility across the portfolio.
· Benefits & Performance Tracking: Maintain benefits registers, performance indicators and delivery milestones, ensuring alignment between plans, progress and expected outcomes.
· Knowledge Management: Contribute to the development and maintenance of the PPM knowledge library — including guidance, templates, intranet content and learning resources — ensuring it is structured, current and accessible.
· Stakeholder Support: Act as a point of contact for directorate, project and programme teams, providing training and advice on tools, processes, reporting expectations and PMO standards to build confidence and capability.



The postholder should strive at all times to adhere to the Housing Ombudsman Service values of learning, excellence, openness, and fairness.
HOS is committed to equality of opportunity in all its practices, policies, and procedures. It is our intention to promote a working environment that is free from harassment, bullying, victimisation, or discrimination, where everyone is treated with dignity and respect. We expect all staff to behave respectfully with courtesy and consideration, whilst carrying out their duties.
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	Essential (E),
Desirable (D)
	Assessment method:
Application (A), Test/assessment (T), Presentation (P), Interview (I)

	Qualifications/CPD

	Professional project management qualification, such as PRINCE II, PMP, AgilePM, MSP or evidence of relevant CPD and experience at an equivalent level
	E
	A

	Experience

	Experienced in developing and monitoring project plans ensuring value for money and timely delivery
	E
	A/I

	Experience of interacting at a senior level and providing advice/guidance to senior stakeholders
	E
	A/I

	Experience of a non-departmental public body (NDPB) or arm’s length body (ALB)
	D
	I

	Proven experience in managing change
	D
	A/I

	Skills/Abilities

	Proficient in Microsoft office and project management packages	
	E
	A/I

	Working knowledge of Government Green Book appraisal and evaluation principles
	D
	I

	In depth understanding of the theory and application of Business Case methodologies
	E
	A/I

	Organised and able to prioritise conflicting demands and plan work effectively to meet challenging deadline
	E
	A/I

	Effective negotiation and influencing skills
	E
	I

	Clear and well developed written and verbal communication skills.
	E
	P/I

	Collaboration and partnership working skills
	E
	I

	Applied thinking, decision making, situational analysis and problem-solving skills – able to use initiative and take action
	E
	I

	Proven ability to stay focused and make sound decisions when faced with challenges or uncertainty 
	E
	I



	Behaviours

	Fairness – seeks to use evidence to inform decisions 
	E
	I

	Learning - seeks to embrace new ways of working, continuously learn and improve
	E
	I

	Openness - is accountable and able to independently lead, deliver and communicate pieces of work
	E
	I

	Excellence – has appositive attitude, works flexibly and collaboratively to ensure high quality, effective and efficient services are delivered
	E
	I

	Additional Requirements

	To comply with the Housing Ombudsman Equal Opportunities policies
	E
	

	To comply with the Housing Ombudsman Health and Safety policies
	E
	

	To comply with the Housing Ombudsman IT policies and procedures
	E
	

	This role profile is not exclusive or exhaustive. It is intended as an outline indication of the areas of responsibility and may be amended in light of the changing needs of the organisation.
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