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Job Description 
	Job Title
	Programme Planner

	Grade
	Band G

	Reporting To
	
Team Leader Contract Commercial

	JD Ref
	REG0090G


	 
Purpose

This role in the Highway Maintenance Service supports the commercial team that procures and manages a range of operational and supply‑based highway contracts. It leads the development and upkeep of project programmes for NEC3 contracts, providing accurate, timely schedules that support planning, decision‑making and delivery. The role produces progress monitoring, reporting risks, delays, and opportunities, and supplying programme information for Early Warnings, Compensation Events, and payment claims. It also works closely with internal teams and contractors to ensure all programme details are accurate, compliant, and realistic in terms of time, cost, and resource.


Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.

Role Specific duties & responsibilities:
· Oversee project programmes aligned with NEC3 contract requirements.
· Provide accurate daily and weekly programme progress updates.
· Produce programme-based evidence to support Early Warnings and Compensation Events.
· Assess contractor programmes for accuracy, feasibility, and compliance with contractual provisions.
· Produce progress reports, performance dashboards, and forward‑looking forecasts.
· Contribute to the continuous improvement of programme management processes, templates, and reporting mechanisms.
· Maintain a structured archive of programme changes, revisions, and supporting evidence to ensure robust audit trails.
· Lead regular programme reviews within monthly meetings, ensuring clear actions, ownership, and follow‑up.

Communication and Engagement:
· Act as a central point of contact with internal teams (Commercial, Asset Management, Mapping, Operations) to maintain consistent and aligned programme information.
· Engage with contractors to obtain updates, clarify programme variations, and resolve discrepancies.
· Liaise with and support senior management to highlight key variances, risks, and required decisions.
· Facilitate collaborative planning sessions or workshops to improve understanding of programme requirements.
· Communicate programme implications to stakeholders in a way that supports informed decision‑making and promotes transparency.

Data Analysis and Decision Making:
· Evaluate contractor progress against planned outputs, milestones, and key performance indicators.
· Make and implement recommendations with regards to identified trends, performance issues, or opportunities.
· Provide evidence-based insights to support payment assessments, Early Warnings, and Compensation Events.
· Forecast programme impacts, resource demands, and delivery risks.

Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· Ensure all programmes comply with NEC3 contract requirements.
· Contribute to internal and external audits by providing timely and accurate programme information.

[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 

[bookmark: _Hlk80364490]
Role Specific Knowledge, Experience And Skills
Qualifications
·  At least GCSE Grade C (or equivalent) in Mathematics and English 
· Desirable - NVQ Level 3 in Business or other relevant academic qualification
· Desirable - IT qualified in data analysis



Knowledge & Skills
· NEC Contracts
· Communication and stakeholder skills
· MSOffice
· Project management techniques
· Excellent interpersonal skills
· Excellent literacy and numeracy skills
· Comprehensive I.T. skills – with ability to use Microsoft Excel to a high level
· Demonstrate the ability to understand quickly other I.T. packages
· Demonstrate the ability to analyse information and make appropriate decisions
· Demonstrate the ability to work within defined targets
· Desirable – Highway Engineering
Experience
· Documentation preparation and control
· Data collation and reporting
· Commercial support
· Working with Excel
· Working in a commercial environment

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.

Health & Safety Considerations:
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)

Approved By: Linda Summers(Highway Asset Manager)
Date Of Approval: 13.03.26
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