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	Major Programmes and Fleet Strategy

	Grade
	MG1

	Reports to
	Portfolio Operations Manager

	Location
	Various (Kent/London) 
with travel across network



Our Purpose
Working together to secure a thriving future for the railway and for the communities we serve
Your Role: Assistant Project Manager
Your PurposeThe Assistant Project Manager supports the successful delivery of Southeastern's Major Programmes portfolio. Working across a diverse range of infrastructure, engineering, digital and business change programmes, you will provide project management support that enables projects to be delivered safely, efficiently and in line with agreed objectives.
Working alongside the Portfolio Operations Manager, Project Managers and programme teams, you will coordinate project activities, maintain accurate project controls and support informed decision-making throughout the project lifecycle. You will contribute to the management of project risks, issues, dependencies, finance and change activities, ensuring projects are delivered safely, effectively and in accordance with Southeastern’s Project Framework Methodology.
As your knowledge and experience develop, you will take increasing ownership of project workstreams and, where appropriate, lead the delivery of smaller projects.
This is a development role designed to build the knowledge, skills and experience required to progress into a Project Manager role within the Major Programmes team.




Your Talents / Minimum Criteria· Experience supporting the successful delivery of projects or programmes within a structured project environment. 
· Good understanding of project management principles, methodologies and the project lifecycle, with the ability to apply these in practice. 
· Excellent organisational and planning skills, with the ability to manage competing priorities and deliver to agreed timescales. 
· Excellent attention to detail, with the ability to produce, maintain and analyse accurate project documentation, reports, plans and data. 
· Strong written and verbal communication skills, with the confidence to build effective relationships with colleagues, suppliers and stakeholders at all levels. 
· Experience monitoring project progress, maintaining project controls, including risks, issues, assumptions, dependencies, actions and milestones.
· Confident using Microsoft Office 365 applications, particularly Excel, PowerPoint and Word, to produce high-quality reports and presentations. 
· A proactive approach to problem solving, with the ability to work independently while knowing when to seek guidance. 
· APM Project Fundamentals Qualification (PFQ) or an equivalent recognised foundation level project management qualification.
· Demonstrates a commitment to continuous professional development, with the ambition to achieve APM Project Management Qualifications (PMQ) and progress into a Project Management role.



















Your Responsibilities & Accountabilities
· Support the successful delivery of projects and programmes across the Major Programmes portfolio, working with Project Managers to deliver agreed outcomes safely, on time, within budget and to the required quality.
· Coordinate the planning and delivery of assigned project activities and workstreams, maintaining project plans, governance and documentation in line with Southeastern’s Project Framework Methodology.
· Monitor project performance, maintaining effective project controls including budgets, risks, assumptions, issues, dependencies, milestones and change activities to support effective decision-making.
· Support project change control processes, ensuring change requests are recorded, assessed and progressed in accordance with agreed governance procedures.
· Build and maintain effective relationships with colleagues, suppliers and stakeholders, supporting collaborative working and clear communication throughout the project lifecycle.
· Support effective project governance by preparing reports, coordinating meetings and ensuring decisions and actions are captured and progressed.
· Contribute to the successful implementation of project outcomes into business as usual, ensuring a smooth transition from project delivery to operational use.
· Identify opportunities to improve project delivery, governance and ways of working, sharing lessons learned and contributing to continuous improvement across the Major Programmes team.

What we trust you to do – (Authority to Act)
· Take ownership of allocated project activities and workstreams, delivering them within agreed scope, timescales, quality standards and delegated authority.
· Prioritise your day-to-day activities, balancing competing demands to support the successful delivery of projects and programmes.
· Make routine decisions relating to project planning, reporting, governance, administration activities, escalating matters outside agreed tolerances to the Project Manager or Portfolio Operations Manager.
· Challenge the accuracy and quality of project information, ensuring reports, financial information, milestones and governance documentation are complete, accurate and suitable for decision-making.
· Represent the project team at meetings, workshops and working groups where appropriate, providing updates and ensuring agreed actions are progressed.
· Exercise sound judgement, professionalism and integrity, recognising when risks, issues or decisions require escalation or wider approval.
[image: ]Our ways of working
· We think what if 
We Listen, We Learn, We Improve.
· We show we care
We look out for people. We do what we can to help.
· We make great things happen
Whilst keeping it simple.
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