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	POSITION DESCRIPTION

Change Portfolio Manager
Employment Type: Full-time
Reports to: Chief Systems Officer 
Supervises: Nil
CHL Capability Band: 3


	Primary Purpose:
	The Change Portfolio Manager provides enterprise-wide leadership for change governance, prioritisation and program delivery across CHL. The role establishes and leads enterprise change capability, ensuring strategic alignment, organisational readiness and sustainable adoption of critical initiatives. Reporting at a senior level, the role oversees the enterprise change portfolio and provides advice to the Executive and Senior Leadership on the cumulative impacts, risks and sequencing of change and helps translate CHL’s transformation strategy and improvement initiatives into a structure delivery plan.

	Context:
	This is an important role contributing to CHL’s vision of a world without housing poverty and is a role model for CHL’s values, vision and goals. Staff working at this level are expected to contribute to work practices for the health and wellbeing of staff and promote and adopt a balanced and positive approach to work.

	Work Health & Safety:
	Ensure all tasks and activities associated to the role’s operations comply with WHS legislation, relevant State jurisdiction and CHL health and safety policies, procedures and directions.

	Responsibilities: 
	Program Development
· Translate CHL’s transformation strategy and improvement initiatives into a structured delivery plan; construct goals and set objectives for programs, projects and initiatives ensuring alignment with broader organisational objectives.
· Oversee the planning and scheduling of projects and initiatives from inception to completion, including setting milestones and key integration and dependency points between projects and programs.
· Lead the prioritisation of competing demands from business-as-usual activities and strategic programs, ensuring alignment with organisational goals.
· Implement systems and processes to inform prioritisation, sequencing and decision-making on organisational initiatives. 
· Develop robust project plans; assess the resource requirements associated with program and project leads, who can deliver the agreed program, project and/or initiatives. 
Program Execution 
· Implement systems and processes to track milestones, tasks and dependencies across a complex program of work; develop capability to monitor pace of delivery, identifying interdependencies, risks and challenges.
· Define and implement strategies to monitor performance, identifying success and put in place plans to address areas of improvement. 
· Act as a key integration point between high-priority initiatives; contain and resolve issues within programs, projects and/or initiatives that do not require executive intervention. 
· Maintain an enterprise-wide view of change activity and provide strategic, evidence-based reporting and insights to the Executive and Senior Leadership.
· Monitor program-level risks and mitigation actions to safeguard delivery of the defined business outcomes.
Change Management
· Design and implement fit-for-purpose change management strategies for relevant programs and projects in collaboration with project leads, leveraging appropriate tools and methodologies to drive adoption and sustain change.
· Support the adoption of change management processes to ensure that proposed projects and initiatives are fully defined, resourced and delivered.
· Measure and reinforce change adoption by monitoring readiness, adoption rates, identifying risks, barriers and embedding new through ongoing support and capability building.
· Support senior leaders to embed a ‘sponsor’ and ‘deliverer’ approach, ensuring roles and expectations are clearly defined, bringing people along the change journey.
Stakeholders Engagement
· Complete stakeholder analysis to engage, educate and support key stakeholders through targeted communication and training plans, ensuring clear messaging and alignment.
· Provide insights and progress related to the delivery of projects and/or initiatives to stakeholder groups, supporting the management and allocation of resources. 
· Design and deliver internal communications (executive updates, leadership communications, hub updates) ensuring stakeholders receive the right information at the right time regarding project and/or initiative performance. 
· Highlight early wins and drive engagement across the organisation. 
Capability Building
· Build organisational change capability and maturity defining roles, competencies and expectations, developing change capability across leaders and delivery teams. 
· Lead the development of a scalable, fit-for-purpose enterprise change management framework that aligns change initiatives to strategic objectives while maturing change capability organisation wide. 
· Support organisational strategic planning and enterprise-significant change initiatives.

	Technical Skills, Experience & Qualifications:
	· Relevant training and qualifications e.g. in programme or portfolio management. 
· Demonstrated experience supporting and delivering change and business improvement initiatives in complex organisational environments. 
Demonstrated experience aligning projects to organisational strategy.
· Experience managing project/portfolio delivery and change implementation.
· Experience facilitating change programmes.
· Strong understanding of reporting, data platforms or analytics environments.
· Proven ability to run structured workshops and impact assessments
· Excellent stakeholder engagement and executive communication skills
· Ability to translate technical language into business-ready messaging
Desirable
· Experience within large, multi-site or distributed organisations will be highly regarded.

	Key Capabilities:
	Technology – Displays in-depth knowledge of technical applications relevant to the role.
Quality – Contributes to enhancement of quality practices and ensures that own work meets quality requirements.
Solves Problems – Uses experience and knowledge of work area to assist in the development of solutions for day-to-day problems.
Project Management – Readily applies project management methodology to basic or routine projects to achieve stated objectives and/or outcomes.
Innovation & Creativity – Demonstrates initiative and enterprise and supports others to work more effectively
Gathers Information – Draws on information from multiple sources to inform work practices.
Teamwork – Offers constructive feedback and provides balanced and informed perspectives at team meetings.
Communication – Confidently communicates with a range of audiences ensuring messages are concise, articulate and impactful using the most appropriate methods of communication.
Integrity – Understands and models CHL’s social, ethical and organisational standards and responsibilities in all interactions.
Autonomy – Manages time and uses tools effectively to assist with planning and organising, referring to supervisors as required.
Nurtures Relationships - Builds and sustains positive relationships with team members, stakeholders and clients. Anticipates and is responsive to client and stakeholder needs and expectations.
Probity – Acts and at all times encourages others to operate within the boundaries of CHL processes, policies, and legal constraints.
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