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Programme Coordinator – Building Safety
Team: 	Building Safety
Report To: 	Senior Programme Manager 
Grade: 	SH6
	Overview: 
The Programme Coordinator will provide coordination, governance, reporting, and administrative support to the Building Safety Remediation Programme, ensuring programme activities, controls, documentation, and reporting arrangements are maintained in a timely and consistent manner.

The role will support delivery of multiple remediation projects across the portfolio by coordinating programme governance, maintaining programme controls, supporting stakeholder engagement activities, and ensuring accurate records are maintained to support funding, audit, compliance, and reporting requirements.


	Responsibilities:

· Coordinate programme activities, governance arrangements, actions and reporting to support the effective delivery and control of the Building Safety Remediation Programme.

· Coordinate and consolidate information across workstreams to support programme oversight, assurance, reporting and informed decision-making.

· Support the management of programme action, decision and RAID logs, tracking progress, coordinating updates and making informed decisions on matters requiring escalation or management attention.

· Coordinate, analyse, quality assure and consolidate programme information to support the production of reports, governance papers, dashboards and presentations for programme governance and decision-making.

· Monitor and analyse progress across workstreams, identifying risks, dependencies and issues requiring escalation, whilst providing constructive challenge to ensure programme commitments remain on track.

· Manage programme information and document control arrangements, ensuring records, approvals and key documentation are maintained, accessible and auditable.

· Monitor programme performance against key milestones, dependencies and approvals, identifying matters requiring intervention or escalation and supporting forward planning activities across the programme.

· Coordinate and maintain programme risk and issue management processes, ensuring risks and issues are regularly reviewed, updated and escalated where appropriate.

· Coordinate funding records, audit trails and programme reporting requirements, ensuring compliance with grant funding and assurance obligations.

· Support programme financial management activities, including monitoring expenditure, coordinating financial information, and maintaining appropriate financial controls and records.

· Support programme stakeholder management by coordinating engagement activities, information flows and key interfaces across workstreams to facilitate informed decision-making.

· Support procurement and mobilisation activities, coordinating procurement documentation, governance requirements and key delivery milestones.

· Coordinate consultant and contractor activities, ensuring actions, deliverables and dependencies are effectively managed and escalated where required.

· Ensure programme information is accurate, robust and readily available to support governance, assurance and reporting requirements.

· Support programme assurance activities, including audits, reviews and compliance checks, ensuring evidence is maintained and actions are progressed.

· Support the implementation and continuous improvement of programme governance, reporting and control processes, making recommendations to enhance programme effectiveness where appropriate.





	Profile Fit: 

Highly organised and detail-oriented individual who enjoys coordinating complex activities and ensuring things run smoothly.
Comfortable working across multiple priorities, stakeholders, and workstreams in a fast-paced programme environment.



	

Able to build effective working relationships and work proactively to resolve issues and chase actions.
Someone who enjoys creating structure, maintaining controls, and supporting delivery teams to achieve successful outcomes.




	

	Main Stakeholders: 

· Senior Programme Manager
· Programme Workstream Leads
· Finance Team
· Procurement Team
· Asset Management Team
· Building Safety Team
· Customers and Leaseholders
· Homes England


	

Person Specification


	Knowledge: 

· Understanding of programme and project management principles, including governance, risk management and programme controls.
· Good understanding of governance, reporting, assurance and document management processes.
· Awareness of social housing, construction, building safety, regulatory or compliance environments is desirable.


Skills: 

· Excellent organisational, coordination and programme administration skills.
· Strong communication, influencing and stakeholder management skills.
· Strong coordination and project management skills, with the ability to manage competing priorities, monitor progress and support delivery across multiple workstreams.
· Ability to analyse information, identify risks, dependencies and emerging issues, and support informed decision-making.
· Ability to maintain accurate records, programme controls and governance documentation.
· Strong Microsoft Office skills, particularly Excel, Word, PowerPoint and Teams.
· Ability to prepare and present high-quality reports, governance papers, dashboards and programme documentation.
· Strong attention to detail, with the ability to quality assure information and work accurately under pressure.
· Proactive approach to problem-solving, escalation management and continuous improvement.
· Flexible and adaptable approach, with the ability to work effectively in a fast-paced programme environment.

Experience: 

· Experience providing project, programme, or business support within a complex organisation.
· Experience coordinating meetings, actions, reporting, and governance activities.
· Experience maintaining trackers, logs, records, and programme documentation.
· Experience supporting multiple stakeholders and priorities simultaneously.
· Experience working within housing, construction, compliance, or regulated environments desirable.
· Experience supporting projects or programmes involving external consultants and contractors desirable.

	☐	By ticking the box and signing below you agree that you have read, understood and accepted the content of this document.

	Signed: 
	
	Date: ______________________
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