Versus Arthritis
Job description 


Job title: 	Change Project Officer
	
Reports to:	Senior Project Manager
Department:	Change Delivery
Directorate:	Finance and Corporate Resources

Our vision
A future free from arthritis.

Our mission
We won’t rest until everyone with arthritis has access to the treatments and support they need to live the life they choose with real hope of a cure in the future. 

To deliver our mission we invest in world class research, deliver high quality services and campaign on the issues that matter most to people with arthritis.  We have developed an ambitious five-year strategy, complimented by our research strategy to help us achieve our vision and mission.

Our values 
We are United, Compassionate, Inclusive and Brave in all that we do.


Directorate overview
The Finance and Corporate Resources Directorate encompass the charity’s finance, awards and procurement, governance, assurance and legal, improvement and impact, ICT (Information and Communications Technology), facilities and digital and data operations as well as ensuring our impact is clearly defined. The Directorate’s work ensures the charity is sustainable in the long term. We deliver excellence in policy, process and systems in a range of infrastructure of our business management functions to ensure that we are a well-managed charity with strong foundations.

Sustainability Programme
We are currently delivering a three-year transformation programme to restore the charity to a state of financial sustainability through optimizing our income, reducing our costs, and working more efficiently and effectively across the organisation. A sustainable charity ensures continued support for people living with arthritis.  We’re taking a programmatic approach to manage delivery of this series of mission critical changes, with the Change Delivery team responsible for overseeing this programme of work.

Job purpose 	
This role is responsible for co-ordinating the Sustainability Programme- working closely with senior leaders and the Change Delivery Team to coordinate programme governance forums, facilitate monthly reporting processes, administer programme management software, contribute to programme stakeholder engagement activities, champion our established organisational approach to project management, and provide administrative support. Occasionally, this role may be deployed in a Project Officer capacity to support the successful delivery of component projects within the Sustainability Programme.

Main duties	
· Co-ordinate established Sustainability Programme governance forums, such as our Change Review Group, scheduling and attending key meetings, agenda planning, collating papers, capturing actions and decisions, and ensuring follow-up actions are completed.
· Administer the Sustainability Programme management software.
· Assist with change business processes, for example, ensuring monthly change project reporting process runs smoothly and completing data input activities for the change dashboard.
· Support stakeholder communications and engagement for the Sustainability Programme—planning and delivering activities, maintaining an accessible and engaging programme SharePoint site, and evaluating the effectiveness of communications to ensure the change is embedded and programme benefits are realised.
· Provide administrative assistance to the Change Delivery Team, including collating information and/or data for reports or presentations, managing shared calendars and the team inbox - responding to enquiries, and acting as Risk Coordinator for the team.
· Occasionally provide efficient change project coordination - supporting with the definition, planning, delivery, monitoring, and evaluation of the assigned change project, and contributing to the maintenance of project documentation to help ensure the change project is delivered on time, to budget, and meets the required standard.
· Champion the Sustainability Programme and our approach to project management, advising on use of tools and templates, and support the upskilling of colleagues in this way of working.

Key stakeholders and relationships (internal/external)
· Senior Project Manager
· Head of Change Delivery
· Programme and Project Managers and Officers within the wider Change Delivery Team
· Programme and Project Management experts around the organisation
· Change Review Group members


End of job description. Person specification on following page.


Versus Arthritis
Person specification

Experience and knowledge
· Knowledge of project management methodologies and demonstrable experience of effectively supporting and coordinating projects in a similar role.
· Experience of communicating, engaging, and collaborating with internal and external stakeholders to ensure anticipated project benefits are realised.
· Experience of data collection, analysis, and presentation.

Qualifications and professional memberships
· Association of Project Managers (APM) membership, APM Fundamentals qualification, or equivalent.

Skills
· Skilled in utilising project management tools and templates to efficiently and effectively support and coordinate projects.
· Strong organisational and planning skills; ability to deliver to deadlines, and independently manage workload in a fast-paced environment that includes multiple concurrent priorities.
· Highly effective listening, verbal and written communication skills with excellent attention to detail and ability to tailor information for different audiences to ensure accessibility.
· Analytical skills with the ability to recognise and articulate problems and develop creative and innovative solutions and recommendations.
· Able to work collaboratively with stakeholders
· A conscientious worker with good attention to detail and the ability to follow, maintain, and even improve processes.
· Advanced Microsoft Office skills (SharePoint, Outlook, Word, PowerPoint, and Excel in particular).
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