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All PMOs needs to be structured and sized according to the specific 
need – but these sample role descriptions may be useful starting points
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PMO
Leader

Accountable for providing the day-to-day service, leading our team, managing our performance, being the primary point of 
contact for the portfolio or programme manager and the first escalation point for any service issues. This person should be a
highly experienced senior project or programme manager who will bring significant expertise and insight.

Deliverable 
Manager

Plan
Manager

Financial 
Controller

Communication 
Manager

Change
Manager

PMO
Analysts

The Deliverable Manager 
will be the PMO Lead’s 
deputy and will be an 
experienced senior project 
manager who is able to 
provide proactive and 
intelligent support and/or 
challenge on delivery 
progress and RAIDs status. 

For smaller programmes the 
Deliverable manager could 
also undertake the role of 
Plan Manager.

Subject to the programme 
size (number of component 
plans, work-streams, 
projects, releases) you may 
need a Plan Manager in the 
team.

The Plan Manager will be an 
experienced project 
manager who takes 
ownership for producing, 
maintaining, tracking and 
reporting against an 
integrated, coherent 
hierarchical plan.

Where the PMO is required 
to undertake financial 
management you may need 
to add a Financial controller 
to your team.

The financial controller 
should have relevant 
accounting experience and 
will be able to work 
effectively in collaboration 
with your Finance team to 
ensure the appropriate 
treatment and allocation of 
costs, invoices and accruals. 

Where our PMO is required 
to undertake 
communications 
preparation and 
management activities you 
may need to appoint a 
specialist communications 
manager to your team.

The communications 
manager will have relevant 
experience and will be able 
to effectively produce 
business facing and 
executive level 
communications material.

Where our PMO is required 
to undertake business 
readiness and/or 
implementation 
management, you may 
need to appoint a specialist 
change manager to your 
team.

The change manager will 
have relevant experience 
and will be able to work 
effectively in collaboration 
with your programme team 
to coordinate business 
readiness, implementation 
and acceptance activities.

Depending on the scope of 
PMO services a number of 
Senior PMO analysts may 
nee appointed to deliver 
the necessary services.

The Senior PMO analysts 
will have a good level of 
previous project/PMO 
experience, typically being 
highly capable and driven 
individuals with a solid skill 
base who can support the 
overall service delivery.
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