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Summary

Job title Programme Manager (Education Portfolio)
Division University Administrative Services
Department IT Services
Location Dartington House, University Offices, Wellington Square
Grade and salary Grade 9: £55,636 - £64,228 with a discretionaryrangeupto £70,029 per annum
Hours Full- time
Contract type Fixed-Term for 3 years with possibility of extension
Reporting to Portfolio Manager- Education
Vacancy reference 176737
Additional information

Therole

Programme manager roles within the Programme and Projects Delivery Group are responsiblefor the definition
anddelivery of specific programmes of technology-led change within the overall IT Development Plan, a three year
£60m IT-enabled change plan plus £100mdigital transformation. Programme managers oversee teams of up 50
individuals comprisinga mix of staff drawn from IT Services and BAU teams, third party suppliers, delivery partners
andfreelance contractors. Budgets aretypicallyintheorder of £3-10m over multipleyears.

Programme managers guide their programmes through the complete life-cycle, including: evaluation of high-level
needs againststrategic aims, programmedesignin collaboration with senior stakeholders, options analysis,
procurement of software orinfrastructuresolutions, management of risks andissueresolution and transition to
BAU service. They will also beexpected to work with business changeexperts to plan business changeactivities,
communications and stakeholder engagement.

Programme managers need to possess excellentleadership qualities, to manage staff working directly on the
programme as well as working closely with key stakeholders and external suppliers. They represent their
programmes at the relevant IT Board(s) and at other governance bodies when required and have the skillsand
experience required to liaise with senior University Officers across key central Divisions as well as key stakeholders
inacademicareas.Knowledge of the University’s operatingstructures is essentialasistheability toinfluenceand
manage these external users inrespect of the significantchangethat the programme will introduce.
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Workingin closecollaboration with portfolio managers and stakeholders, programme managers currently playa
key rolein contributingto and supporting shapingand delivery of the University’s digital transformation
programme.

The Programme Manager will be part of the Education Portfolio’s Senior Leadership Team and assistin the
delivery of the portfolioinits entirety. Each programme manager will beresponsiblefor overseeing a selection of
existing projects and the strategic planningfor new work aligned with specific service streams of the Academic
Administration Division (AAD). Inaddition,they may be requested to assiston other programme work, portfolio
operational management and AAD wide strategicinitiatives.

Responsibilities
Programme Manager (Education)

e Establish successful workingrelationships with the serviceteam within AAD (Director, Service/Product
Owner’s and Operational Manager’s) to plan work effectively together and facilitateits delivery.

e Take responsibility for overseeingand supportinga range of active and upcoming projects or continuous
improvement initiatives within specific serviceareas of the Academic Administration Division for the
Education Portfolio.

e Carryout pre-scopingplanningandscoping work for new and upcoming work to define its requirements,
the most effective format (Project, continuous improvement or delivery team) for its delivery and
bringing materials together to create a business casefor the proposed work.

e Supportwork in developingstrategies and roadmaps across the Academic Administration Division for the
Education Portfolio, helpingto ensure a joined-up approachin simplifying systems, data management
andimprovingthe user experience.

The above responsibilities areindicativebased on current priorities butarelikely to change over time inresponse
to emerging requirements. The post-holder will work under direction from the Education Portfolio Manager.

Programme Manager - general duties

1. Engage seniorstakeholders inplanningand designingtheoverall programme of change inalignment with
strategicaims, including setting high level objectives, timelines and budgets for component projects,as part
of the overall planningand businessjustification of the programme.

2. Ensure each component project has anappropriategovernance framework defined and established.

3. Ensure architectural coherencewithinthe programme, in accordancewith University strategies and standards.

4. Define the benefits management strategy, identifyingand mappingbenefits and planning benefits realisation.

5. Preparebusiness cases atappropriatestages of the programme to secure fundingand approval for the various
phases,incloseconsultation with senior stakeholders and sponsors.
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Programme management

1. Maintainoverall integrity and coherence of the programme and develop and maintain the
programme environment to supporteach individual projectwithinit. Where necessary, manage select
projects directly to reduce riskand supportbalanced workloads. Manageandresolve escalated programme-
level risks andissues.

2. Ensure good practices and governance processes are being followed within individual projects atall times,
including challenging the composition and effectiveness of project boards, ensuringteam dynamics are
constructiveand collaborationin planningisoccurring. Ensurefocus on customer serviceand expected
progress is beingmade in both planningand delivery stages.

3. Manage engagement and communication with stakeholders. Workingin collaboration with senior
stakeholders, ensure operational staffaresupported through the process of change created by each project
andthat progress is monitored and reviewed throughout this process.

4. Ensurethe programme achieves set objectives and that agreed benefits arebeing realised. Continually
reassess programme priorities, resolving resource conflicts,and reorganisingaccordingly. Managethe overall
programme, monitoring the expenditure and costs againstbenefits that are realised as the programme
progresses.

5. Report progress of the programme to various governance groups as required.

6. Ensure maximum efficiencyinthe allocation of resources and skills within the programme. Liaisewith
resource managers, portfolioand programme managers to aid effective resource planning.

Team management

1. Develop staff withinthe programme teams (project managers, team leads, functional business analysts,
developers) through providing constructive feedback and career development planningand providinginputto
development reviews for projectstaff who report to other managers.

2. Driveexcellenceat all levels withinindividual projects and providetargeted supportfor project managers in
stakeholder engagement, developinggood judgement inplanning,identifyingresourcerequirements and
team leadership.

Selection criteria
Essential selection criteria

a. A highlevel of general education to at leastdegree level or equivalent.

b. Experience of both the shaping and delivery of complex, large scale IT programmes (with total budgets of
c£3m+) deliveringa rangeof applications, preferably within a Higher Education organisation.

c. Previous experience of managing and motivating a large team (of up to 50), including both business and
technical staff, and of working effectively as partof a wider, multi-disciplinary team.

d. Experience of working in a complex environment where there is a wide range of parallel and mutually
dependent activities.

e. High level of skillsand experiencein project planning, estimating, risk management and issue management.

f. Demonstrable ability of financial management, in particular, substantial programme or project budget
oversight, contract negotiation, and developing supplier relationships.
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g. Proven ability to shape a range of diverse requirements into coherent and understandable change
programmes which can be justified ata strategic level.

h. Detailed knowledge and experience of preparingbusiness cases for funding.

i. Proven understanding industry standard portfolio, programme and project management methodologies,
tools, and techniques such as PRINCE2, Managing Successful Programmes (MSP), and Management of
Portfolios (MoP)

j. Excellent communicationskills, both written and verbal, with the ability tointeract with staff at all levels of
the collegiate University, recognising the demands of an academic environment and the specific challenges
that these present.

k. Proven ability to manage, planandtake responsibility for a range of tasks involvinginteraction with and the
co-operation of business and IT people, including the agreement of technical solutions.

Desirable selection criteria

Experience of working within or supporting higher education administration activities or a similar context.
Experience of managingdeliveryinanenvironment of organisational change.

Familiarity with IT service management methodologies, suchas ITIL.

Experience of formal Waterfall and Agile methodologies such as SCRUM, Kanban, DSDM.
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About the University of Oxford

Welcome to the University of Oxford. We aimto lead the world inresearch and education for the benefit of
society both inthe UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners
across theworld to stimulate high-quality research and enableinnovation through a broad range of social, policy
and economic impacts.

We believe our strengths lieboth in empowering individualsand teams to address fundamental questions of
global significance, while providingall our staff with a welcoming and inclusive workplacethatenables everyone to
develop and do their best work. Recognisingthat diversityis our strength, vital for innovation and creativity, we
aspireto builda truly diverse community which values and respects every individual’s unique contribution.

Whilewe have longtraditions of scholarship, we arealso forward-looking, creativeand cutting-edge. Oxford is one
of Europe's most entrepreneurial universities and we rank firstin the UK for university spin-outs, andinrecent
years we have spunout 15-20 new companies every year. We are alsorecognised as leaders in supportfor social
enterprise.

Joinus andyou will find a unique, democratic and international community, a great range of staff benefits and
access toa vibrantarray of cultural activities in the beautiful city of Oxford.

For more information, pleasevisit www.ox.ac.uk/about/organisation.

IT SERVICES

The role of IT Services is to ensure that the University of Oxford has the robust, reliable,and high-performingIT
facilities itrequires to supportthe distinctive needs of those engaged inteaching, learning, research,
administration and strategic planning.

IT Services, headed by the University’s Chief Information Officer, has around 320 staff across 2 buildings,an annual
revenue budget of £22m and anIT capital plan of E60Macross three years.The department is divided into groups
coveringinfrastructureservices, projects and programmes, software development, and customer services. Our
aimis to attractand retain a workforce thatis diverse, skilled, creative,and committed. We encourage flexibility in
how we work, and welcome part time and flexibleworkingarrangements. As a department we encourage a
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culturewhere we respect each other, are accountablefor what we do, where we collaborate, giveand receive
constructive feedback and challenge one another. IT Services is a place where we valueand recognise both our
own andthe contributions of others. By doingso we want to create a great cultureto work inand a placewhere
we all feel we belong.

For more information pleasevisit: http://www.it.ox.ac.uk/

University Administration and Services (UAS)
University Administration and Services (UAS) is the collectiveterm for the professionalservices departments of
the University. UAS comprises structures to:

. supportthe University’s coreacademic purposes of teaching, learningandresearch;

. ensure the University can meet the requirements of government, funding bodies and other external
agencies;and

. facilitate the attainment of the objectives set out inthe University’s Strategic Plan.

The offices of the UAS sections arespread across thecity centre, with the main University Offices locatedin
Wellington Square.

For more information pleasevisit: http://www.admin.ox.ac.uk

How to apply
Applications aremadethrough our onlinerecruitment portal.Informationabout how to applyis available on our
Jobs website https://www.jobs.ox.ac.uk/how-to-apply.

Your application will bejudged solely onthe basis of how you demonstrate that you meet the selectioncriteria
stated inthe job description.

As partof your applicationyouwill beasked to providedetails of two referees and indicate whether we can
contact them now.

You will beaskedto uploada CV and a supporting statement. The supporting statement must explain howyou
meet each of the selection criteria for the postusing examples of your skillsand experience. This may include
experience gained in employment, education, or duringcareer breaks (such as time out to carefor dependants)

Pleaseuploadall documents as PDF files with your name and the document type inthe filename.
All applications mustbe received by midday UK time on the closing datestated inthe onlineadvertisement.
If you currently work for the University please note that:

- aspartof the referencing process, we will contactyour current department to confirmbasic employment
details includingreason for leaving

- although employees may hold multiple part-time posts, they may not hold more than the equivalentof a
full time post. If you areoffered this post,and acceptingit would take you over the equivalent of full -
time hours, you will be expected to resign from, or reduce hours in, your other posts(s) before starting
work inthe new post.

Information for priority candidates

A priority candidateis a University employee who is seeking redeployment because they have been advised that
they are atrisk of redundancy, or on grounds of ill-health/disability. Priority candidates areissued with a
redeployment letter by their employing department(s).

Ifyou area priority candidate, pleaseensure that you attach your redeployment letter to your application (or
email itto the contact address onthe advertifthe applicationformused for the vacancy does not allow
attachments).
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If you need help
Application FAQs, including technical troubleshooting advice is available at:
https://staff.web.ox.ac.uk/recruitment-support-fags

Non-technical questions aboutthis job should be addressed to the recruiting department directly

To return to the onlineapplicationatanystage, please go to: www.recruit.ox.ac.uk.

Pleasenote that you will receive an automated email from our onlinerecruitment portal to confirmreceipt of your
application. Please check your spam/junk mail if you do not receive this email.

Importantinformation for candidates

Data Privacy

Pleasenote that any personal data submitted to the University as partof the job application processwill be
processedinaccordancewiththe GDPR and related UK data protection legislation. For further information, please
see the University’s Privacy Noticefor Job Applicants at: https://compliance.admin.ox.ac.uk/job-applicant-privacy-
policy. The University’s Policy on Data Protection is availableat: https://compliance.admin.ox.ac.uk/data-

protection-policy.

The University’s policy on retirement

The University operates an Employer Justified Retirement Age (EJRA) for very senior research posts atgrade
RSIV/D35 and clinical equivalents E62 and E82 of 30 September before the 70t birthday. The justification for this
is explained at: https://hr.admin.ox.ac.uk/the-ejra.

For existing employees on these grades,any employment beyond the retirement ageis subjectto approval
through the procedures: https://hr.admin.ox.ac.uk/the-ejra.

There is no normal or fixed age at which staff in posts at other grades have to retire. Staff at these grades may
electto retireinaccordancewith the rules of the applicable pension scheme, as may be amended from time to
time.

Equality of opportunity

Entry into employment with the University and progression within employment will be determined only by
personal merit and the application of criteria which arerelated to the duties of each particular postand the
relevant salarystructure.Inall cases, ability to perform the job will bethe primary consideration.Noapplicantor
member of staff shallbediscriminated againstbecauseof age, disability, gender reassignment, marriage or civil
partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.
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Benefits of working at the University

Employee benefits

University employees enjoy 38 days’ paid holiday, generous pension schemes, flexible working options, travel
discounts including salary sacrifice schemes for bicycles and electric carsand other discounts. Staff canaccess a
huge range of personal and professional development opportunities.See https://hr.admin.ox.ac.uk/staff-benefits

Employee Assistance Programme
As partof our wellbeing offering staff get free access to Health Assured, a confidential employee assistance
programme, available24/7 for 365 days a year. Find out more https://staff.admin.ox.ac.uk/health-assured-eap

University Club and sports facilities
Membership of the University Clubis free for University staff. It offers social, sporting, and hospitality facilities.
Staff canalsousethe University Sports Centre on Iffley Road at discounted rates, includinga fitness centre,

powerliftingroom, and swimming pool.See www.club.ox.ac.uk and https://www.sport.ox.ac.uk/.

Information for staff new to Oxford
Ifyou arerelocatingto Oxfordshirefromoverseas or elsewhere inthe UK, the University's Welcome Service
includes practical information aboutsettlinginthe area,includingadviceonrelocation,accommodation, and local

schools. See https://welcome.ox.ac.uk/

There is alsoavisaloanschemeto cover the costs of UK visa applications for staffand their dependants. See
https://staffimmigration.admin.ox.ac.uk/visa-loan-scheme

Family-friendly benefits

We area family-friendly employer with one of the most generous family leaveschemes in the Higher Education
sector (see https://hr.web.ox.ac.uk/family-leave). Our Childcare Services team provides guidanceand supporton
childcareprovision, and offers a range of high-quality childcare options ataffordable prices for staff.In addition to

5 University nurseries, we partner with a number of local providers to offer in excess of 450 full time nursery
places to our staff. Eligible parents areableto pay for childcarethrough salary sacrifice, further reducing costs. See
https://childcare.admin.ox.ac.uk/.

Supporting disability and health-related issues (inc menopause)

We arecommitted to supporting members of staff with disabilities or long-term health conditions,including those
experiencing negative effects of menopause. Informationaboutthe University’s Staff Disability Advisor,is at
https://edu.admin.ox.ac.uk/disability-support. Forinformationabouthow we supportthose going through

menopause see https://hr.admin.ox.ac.uk/menopause-guidance

Staff networks
The University has a number of staff networks including for research staff, BME staff, LGBT+ staff, disabled staff
network and those going through menopause. Find out more at https://edu.admin.ox.ac.uk/networks

The University of Oxford Newcomers' Club

The University of Oxford Newcomers' Clubis run by volunteers that aims to assistthe partners of new staff settle
into Oxford, and provides them with an opportunity to meet people and make connections inthe local area.See
WWW.newcomers.ox.ac.uk.

Research staff
The Researcher Hub supports all researchers on fixed-term contracts. They aimto help you settle in comfortably,

make connections, grow as a person, extend your research expertise and approach your next career step with
confidence. Find out more https://www.ox.ac.uk/research/support-researchers/researcher-hub

Oxford’s Research Staff Society is a collectivevoicefor our researchers. They also organisesocialand professional
networking activities for researchers. Find out more https://www.ox.ac.uk/research/support-

researchers/connecting-other-researchers/oxford-research-staff-society
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