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	Position Title: 
	Senior Officer, Transformation Portfolio Management
	

	Position ID:
	NEW0000485
	



	Team
	PMO
	Grade
	P2

	Reports To (Title)
	Director of Transformation Portfolio Management Office
	Contract Length
	Permanent

	Location
	Any existing SCI office location
	Time-zone
	Any

	Languages
	English
	Headcount
	1



	Team and Job Purpose

	Team purpose
Over the past 7+ years, Save the Children has undertaken significant transformation to ensure alignment in our delivery and efficiency in our processes which was critical following Save the Children International being established. This includes our High Performing Organisation (HPO) set of initiatives, many of which are now completing delivery and transitioning to BAU as well as the next phase of Transformation focused on Digital Programming, Data and Analytics and Supporter Engagement. This role will sit within our Transformation Portfolio Management Office (PMO) Team that has been setup to oversee our portfolio of projects including managing the planning, reporting, budgeting, resource management etc. In addition, this position plays a central role in supporting the management of our change request portfolio.

Role purpose
This role is critical in triaging and managing the Change Requests that are received into the TDIT team on an ongoing basis. Change requests are critical to ensure ongoing small and medium size changes or new interventions / initiatives are reviewed, prioritised, scoped and costed in a timely manner to support the effective ongoing delivery of our programmes for children. Change requests will include system and non-system changes.



	Principal Accountabilities

	· Facilitate and coordinate the end-to-end change request management process to ensure timely delivery of requests, maintaining a focus on continuous improvements and efficiency gains
· Organise and chair regular change request review meetings, ensuring all relevant stakeholders are engaged and that outcomes are documented and actioned promptly
· Liaise effectively with colleagues across IT, TD and PMO to track the progress of change requests, manage escalations, and remove any barriers to timely delivery
· Maintain and continuously improve process maps, guidance, and training materials related to change request processes, ensuring they remain current and effective
· Deliver comprehensive reporting on change requests, including detailed analysis and trends, and communicate findings to Finance and other relevant teams to inform decision-making. Manage, maintain and drive continuous improvements in dashboards for managing and reporting on change requests
· Hold colleagues accountable for delivering change requests in line with defined processes, providing necessary support and applying appropriate consequences to ensure adherence to organisational standards and principles
· Develop & maintain PMO reporting dashboards for project, resourcing and change request activity. Drive continuous improvement in use of PMO tooling across project, resourcing and change request activity



	Budget

	None



	People Management Responsibility (direct/indirect reports)

	Number of people managed in total: None
Manager of a team: No
Team Manager (manager of multiple teams): No



	Size of Remit

	Global



	Travel Requirements

	International travel required: No

Percentage of required for travel: N/A




	Key Relationships

	Internal (excluding direct team and manager)

· PMO Team
· Senior Project Managers
· Functional SMEs
· Global Functional Leads

External

· PMO related Vendors
· Member Portfolio Management Team Members



	Competencies

	Cluster: Leading
Competency: Leading and inspiring others
Level: Accomplished
Behavioural Indicator: Takes a flexible and positive style adapting to a given situation or to the needs of the team

Cluster: Leading
Competency: Delivering results
Level: Accomplished
Behavioural Indicator: Establishes clear and compelling objectives with teams and individuals and monitors progress and performance

Cluster: Thinking
Competency: Innovating and adapting
Level: Accomplished
Behavioural Indicator: Promotes dialogue with key stakeholders through active listening and effective questioning

Cluster: Thinking
Competency: Problem-solving and decision-making
Level: Accomplished
Behavioural Indicator: Uses data and evidence to drive decision making for quality improvement

Cluster: Engaging
Competency: Communicating with impact
Level: Accomplished
Behavioural Indicator: Conveys complex issues with clarity brevity and confidence

Cluster: Engaging
Competency: Working effectively with others
Level: Accomplished
Behavioural Indicator: Breaks down silo working and challenges behaviours that are not collaborative




	Experience and Skills

	Essential

1. Stakeholder Engagement: Considerable experience in organising and chairing review meetings. Proven capability to engage all relevant stakeholders and ensure that outcomes are documented and actions taken promptly
2. Multi-Department Coordination: Proficient experience in liaising effectively with colleagues across multiple teams and departments to track progress, manage escalations, and remove delivery barriers
3. Process Improvement: Proficient experience in maintaining and continuously improving process maps, guidance, and training materials related to change request processes. Ability to ensure that these documents remain current and effective
4. Reporting and Analysis: Considerable experience delivering comprehensive reporting and development of dashboards for reporting, including detailed analysis and trend analysis. Ability to communicate findings effectively to finance and other teams to inform decision-making structures
5. Accountability and Adherence: Proficient experience in holding colleagues accountable for delivering change requests in line with defined processes. Capacity to provide necessary support while ensuring adherence to organisational standards and principles.
6. Technical Skills: Proficiency in relevant software tools such as MS Office Suite, project management and dashboard software (e.g., MS Project, Jira, Planview, PowerBI)

Desirable

· Non-profit sector knowledge/experience (especially international development projects)
·  Second language – French, Spanish or Arabic




	Education and Qualifications

	Essential

· A degree or equivalent qualification in a related field such as Information Technology, Project Management, or Business Administration is desirable.


Desirable

· External Project Management accreditation




	Safeguarding

	We need to keep children and adults safe so our selection process includes rigorous background checks and reflects our commitment to the protection of children and adults from abuse.

Level 1:  A basic criminal record background (DBS) check is required/equivalent police record check.




	Diversity, Equity and Inclusion and Equal Opportunities 

	Diversity, Equity and Inclusion is core to our vision, values and global strategy. Save the Children is committed to creating a truly diverse, equitable and inclusive organisation, and one which will support us in our vision to ensure every child attains the right to survival, protection, development, and participation.  
 
We are committed to equal employment opportunities, regardless of gender, sexual orientation, race, colour, ethnic origin, nationality, disability, marital or civil partnership status, gender reassignment, pregnancy and maternity, caring or parental responsibilities, age, or beliefs and religion. We are committed to diversifying our staff to better represent the communities we serve and actively welcome underrepresented groups to apply. 
 
Reasonable adjustments will be made should any candidate invited to interview require this.   
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