
Planning Lead

Role description 

The Planning Manager supports the Academy’s organisation wide planning and delivery disciplines. The role ensures that activity across teams is well sequenced, tracked, and aligned with strategic priorities.

This is a new post and the postholder will contribute to setting up systems and will then provide coordination, maintain planning tools and shared schedules, support project and programme oversight, and contribute to clear reporting that enables confident decision making.

This is a delivery focused role, ensuring planning frameworks are applied consistently and that teams have the practical support they need to manage deadlines, milestones, risks and interdependencies, meeting budgets accordingly.
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	Job level
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	Location
	


Job level
Grade 3: Senior Manager/ Lead
Reports to
Head of Strategy & Planning
Salary
£ 69,080
Direct reports
None
Department
Operations
Role duration
Permanent


Location
41 Portland Place, London, W1B 1QH



About the role

1. Planning Coordination & Delivery Support
· Maintain and update integrated delivery plans, schedules and organisational forward looks.
· Ensure teams understand planning deadlines, cycles, templates and expectations.
· Support the application of consistent planning and project management approaches across directorates.
· Help translate high‑level plans created by the Planning Lead and Senior Planning Manager into clear, actionable timelines.

2. Programme & Project Tracking
· Maintain shared trackers, dashboards and project management tools (e.g., integrated delivery plans, dashboards, shared trackers). 
· Monitor progress against milestones and highlight slippage, emerging risks or capacity constraints.
· Coordinate the collection and consolidation of updates from teams ahead of reporting cycles.

3. Risk, Dependencies & Assurance Support
· Identify early warning signs of delivery risks and escalating appropriately to the Senior Planning Manager or Planning Lead.
· Maintain central logs of risks, dependencies and pressures.
· Support quality assurance of planning inputs from across the organisation.

4. Reporting & Insights
· Prepare regular forward look reports, planning summaries, and progress updates for the Planning Lead, Senior Planning Manager, senior leadership and governance groups.
· Ensure reporting is accurate, timely, and consistent with Academy standards.
· Maintain dashboards and visual materials that support oversight of strategic initiatives. 

5. Cross‑Organisational Collaboration
· Act as a coordination point across directorates to support coherent, well‑sequenced activity. 
· Facilitate planning conversations that support alignment across teams.
· Encourage consistent use of planning systems, processes and templates.

6. Continuous Improvement
· Suggest improvements to planning processes, tools, and templates based on user feedback.
· Support embedding of planning practice within teams to increase capability and confidence over time.
· Contribute to developing a culture of delivery discipline, transparency and shared accountability.

About you

Essential
· Project management experience working with planning, scheduling or delivery coordination in a complex organisation.
· Strong organisational skills with the ability to manage competing deadlines.
· Proficiency in planning tools (e.g., shared trackers, dashboards, planning templates). 
· Excellent attention to detail, particularly when managing schedules, risks and dependencies.
· Ability to produce clear, concise reporting for senior audiences.
· Strong communication and interpersonal skills, able to collaborate across teams without direct authority.
· Analytical and structured approach to problem‑solving, with sound judgement.
Desirable
· Experience working in a policy, academic, research or charity context.
· Familiarity with project management methodologies or PMO environments.
· Understanding of organisational governance cycles.


Benefits

We provide our staff with a comprehensive benefits package outlined as follows: 
Competitive Rewards 
· Generous pension scheme with flexible contributions – we contribute between 8% - 13% of your gross salary (with employee contributions of 3% - 8%) 
· Life assurance at three times your salary 
Work-life Balance 
· Hybrid and agile working.  50% office attendance.
· 26 days annual leave, plus Christmas closure days and bank holidays 
· Buying and selling leave
· Family-friendly policies including enhanced maternity and paternity leave (subject to a qualifying period) 
Wellbeing and Development 
· Complimentary subscriptions to Headspace and Classpass to support your physical and mental wellbeing 
· Support through tailored learning and development 
Additional Benefits
· A range of enhanced benefits become available once you’ve completed your probation period
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