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Job Title: Design Office Planner

	Role Purpose (position scope)

	The Design Office Planner is responsible for establishing and maintaining a demand and resource management plan for the Design Office, bringing together programme and fleet management requirements into a coherent plan aligned with programme and organisational priorities.
Working with the Head of Design Office, programme leads and technical leads, the role will ensure that work is clearly defined, estimates are developed by the appropriate technical owners, and activities are scheduled against available resource capacity and skills. The role will track progress and resource utilisation, maintain workload forecasts, and report variances, capacity constraints and the implications of changing demand.
The Design Office Planner will coordinate changes to the plan in response to agreed priority changes, assess and communicate their impact, and escalate conflicts for decision. The role will ensure adherence to agreed demand, estimating, planning and reporting processes, and lead improvements where opportunities are identified.



	Line Manager
	Dotted Line
	Direct Reports

	Head of P3O
	Programmes Leads
Head of Design Office
	None



	Key Responsibilities

	Establish and maintain an integrated Design Office demand and resource management plan covering project and business-as-usual work.
Coordinate the capture and definition of demand, working with technical leads to obtain estimates of effort, resource requirements, dependencies and expected timescales.
Assess demand against available resource capacity and skills, identifying constraints, scheduling conflicts and options for resolution.
Maintain a prioritised and achievable schedule aligned with agreed programme and organisational priorities.
Track progress, effort and resource utilisation against the agreed plan, maintaining forecasts and reporting variances, risks and capacity gaps.
Assess the impact of new demand and proposed priority changes, coordinate agreed changes to the plan, and escalate competing priorities or resource conflicts to the appropriate decision makers.
Ensure adherence to agreed demand management, estimating, planning, change control and reporting processes, following up missing inputs and deviations.
Identify and implement agreed improvements to planning processes, information quality and ways of working.



	Skill 
	You should be able to:

	Planning and Organisation
	Apply appropriate demand management, estimating, scheduling and resource planning techniques.
Analyse workload, resource capacity and skills to identify constraints and planning options.
Assess the completeness and consistency of estimates, assumptions and dependencies.
Interpret progress and utilisation data to identify variances and forecast future resource needs.
Evaluate changes and competing demands in the context of programme and organisational priorities.
Apply process improvement techniques to identify and address weaknesses in planning practices.

	Communication and Knowledge Sharing 

	Gather and clarify information through effective questioning and listening.
Explain planning information, constraints and implications clearly to technical and non-technical audiences.
Present evidence based options and recommendations.
Share knowledge and explain planning methods in a practical, accessible way.

	Leadership and Teamwork

	Influence and constructively challenge others without relying on line management authority.
Build effective working relationships across technical and programme teams.
Facilitate agreement where demands compete for limited resources.
Demonstrate initiative, sound judgement and appropriate escalation.
Adapt to changing needs while maintaining a disciplined approach.

	Tools and Systems
	Proficient in MS Project, SharePoint.
Proficient across suite of Microsoft 365 applications.



	Key Measures

	Programme, fleet and business demand captured, with estimates, resource needs and priorities agreed with the appropriate leads.
A current, capacity based Design Office plan aligned with agreed programme and organisational priorities.
Changes assessed and agreed before incorporation into the plan, with impacts communicated and priority conflicts escalated promptly.
Accurate, timely reporting of progress, resource utilisation, workload forecasts, variances and capacity gaps.
Adherence to agreed planning processes, with deviations addressed and agreed improvements implemented and reviewed for effectiveness.
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