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Project Control Professional Level 6
PMO Portfolio Building Assignment 1
Part 1 - Building a New PMO Mindset | Chapters 3-8
Guidance for Apprentices
This portfolio assignment is designed to help apprentices apply PMO learning through real workplace activity and collect evidence that demonstrates professional reflection, judgement and development within the Project Control Professional Level 6 apprenticeship.
The submission should show how PMO thinking improves project, programme or portfolio control, decision-making, customer value, governance and continuous improvement. It must be based on real work activity rather than theoretical study only.
	Evidence rule: Use real workplace evidence, but remove or anonymise confidential, commercially sensitive or personal information before submission. Each evidence item must be cross-referenced in the written reflection.



Assignment Focus
• Understanding the PMO: purpose, diversity, history, viewpoints, challenges and adaptable PMO models.
• Navigating Organizational Landscapes: contextual scenarios, transition indicators and context-specific strategies.
• The PMO as a Value-Driven Service Provider: service orientation, agility, adaptability and measurable value.
• Embracing PMO Customer Centricity: customers, needs, value perception, feedback and customer-focused practice.
• PMO Services and PMO Maturity: service categories, service approaches, customer maturity and service-level maturity.
• Developing Competencies for PMOs: design, operation and improvement competencies, assessment and development.
Evidence Can Include
• Anonymised PMO or project controls organisation charts, mandates, charters or governance extracts.
• Service catalogues, service descriptions, process maps, dashboards or performance reports.
• Customer or stakeholder maps, meeting notes, interview notes, survey results or feedback records.
• Assessment notes, maturity reviews, competency matrices, development plans or lessons learned.
• Presentations, working papers, action logs or improvement proposals produced as part of the activity.
Required Workplace Activities
E1. PMO Context and Organizational Scenario Diagnostic
Review the PMO, project controls office, programme office, portfolio office or equivalent support environment that is relevant to your work. Produce a concise evidence-based diagnostic that:
• Explains the PMO as an organizational entity and its current purpose, scope and customers.
• Uses PMO classifications as useful lenses rather than forcing the organization into one fixed label.
• Identifies the most appropriate organizational contextual scenario: Potential, Kickoff, Growing, Thriving, Crisis, Decline, Collapse or Resurgence.
• Uses observable transition indicators such as stakeholder perception, executive support, performance, adaptability, alignment, output quality, team morale, cultural influence, decision influence and organizational change.
• Recommends two context-relevant actions that would strengthen PMO value or reduce risk.
E2. PMO Customer and Value Review
Select at least two PMO customer groups that interact with the PMO or project controls function. Complete a short review that:
• Distinguishes direct PMO customers from other stakeholders.
• Identifies customer needs, pain points and desired outcomes using outcome-focused language.
• Considers tangible and intangible value and how customer maturity may influence value perception.
• Applies customer-centric principles such as customer-first mindset, value delivery, customized experiences, proactive interaction, customer success measurement and continuous feedback.
• Proposes one practical method for improving feedback, trust, engagement or value recognition.
E3. PMO Service and Service Maturity Review
Select two PMO services that are relevant to your workplace and assess how they are currently delivered. For each service:
• Identify whether the service is primarily strategic, tactical or operational and whether it operates at portfolio, programme or project domain.
• Identify the current service approach: consultative, supportive, facilitative, directive, controlling or managed.
• Explain why that approach fits, or does not fit, customer maturity, service complexity, available resources and organizational culture.
• Assess the maturity of the individual service rather than assuming that a strategic PMO is automatically more mature.
• Identify the required maturity level for customer value, one priority gap and one measurable improvement action.
E4. PMO Competency and Agility Improvement
Choose one PMO service or project controls activity and review the competencies needed to design, operate and improve it. Then:
• Identify the most important competencies required for the selected activity.
• Assess your current capability, or the capability of the team, and identify one priority competency gap.
• Create a SMART development action using suitable learning, coaching, mentoring, feedback, stretch work or knowledge-sharing opportunities.
• Apply at least one agility-driven PMO value or principle, such as people and relationships, valuable service delivery, close customer engagement, flexibility, incremental delivery, direct communication, simplicity or regular self-assessment.
• Define how improvement will be checked and how the learning will contribute to PMO value.
1. Apprentice Details
	Field
	Information

	Apprentice Name
	

	Module
	PMO

	Coach
	

	Month
	

	Employer
	

	Job Role
	

	Project / Programme / Portfolio Area
	



2. Portfolio Log
Evidence Numbering Mandatory. Each workplace activity must be numbered and the same Evidence Code must be used throughout the reflection.
	Evidence Code
	Date
	Activity Type
	Topic
	Duration
	KSB
	Evidence Attached

	E1
	
	PMO Context Review
	PMO purpose, classification and organizational contextual scenario
	
	K1, K2, K13, K14; S13, S27; B4, B6, B7, B8, B11
	Anonymised PMO structure / mandate / dashboard / meeting notes

	E2
	
	Customer & Value Review
	PMO customers, needs, value perception and customer-centric practice
	
	K1, K13, K14, K31; S13, S15, S27, S29; B5, B6, B7, B8, B10, B11
	Customer map / interview notes / feedback extract

	E3
	
	Service & Maturity Review
	PMO services, delivery approach and service maturity
	
	K2, K3, K14, K21, K31; S1, S13, S15, S29; B6, B7, B8, B9, B11
	Service catalogue / process map / dashboard / maturity notes

	E4
	
	Competency Improvement
	PMO competencies, development plan and agility-driven improvement
	
	K30, K31; S28, S29; B2, B8, B9, B10, B11
	Competency matrix / development plan / feedback record


Total Portfolio Hours This Month: _______


3. Knowledge Reflection
Cross-Referenced Reflection Mandatory. Refer explicitly to E1, E2, E3 and E4 in your written reflection.
A. What New Knowledge Did You Gain?
• What specific PMO principle, method, framework or practice did you use?
• Why does it matter in PMO or project controls practice?
• What did the workplace evidence show?
• How did the activity deepen or change your professional understanding?
• Which KSBs are supported by the evidence and why?
	











B. Integrated Understanding
Explain how the evidence connects together. Show how organizational context, customer needs, service design, governance, capability and continuous improvement influence one another rather than operating as separate topics.
	











4. Skills and Behaviours Demonstrated
For each evidence item, explain the skill or behaviour demonstrated, the professional judgement used, any decision-making autonomy, how you worked with others, and how you acted responsibly and objectively.
	Evidence Code
	Skill or Behaviour Demonstrated
	Explanation

	E1
	
	

	E2
	
	

	E3
	
	

	E4
	
	


5. Employer Impact
For each evidence item, explain the actual, expected or potential benefit to the organisation, project team, programme or portfolio. Focus on value, decision quality, governance, customer confidence, efficiency, capability or continuous improvement.
	Evidence Code
	Application
	Expected or Actual Employer Impact

	E1
	
	

	E2
	
	

	E3
	
	

	E4
	
	


A. Immediate Application
Explain how you will apply the learning directly in your current role and what specific PMO or project controls task, meeting, service, report or decision could benefit.
	







B. Organisational Benefit
Tick or explain the relevant impact areas: improved customer value, clearer governance, better decision-making, improved service quality, stronger stakeholder engagement, improved data or reporting, increased efficiency, capability development, improved adaptability, or another relevant benefit.
	






6. Forward Action Plan
State the actions you will take as a result of this assignment. Actions should be specific, realistic and linked to the evidence you produced.
	








7. Apprentice Final Reflection
1. What was the most important workplace learning activity in this assignment?
2. What did you learn from it?
3. What skill or behaviour did you demonstrate?
4. What impact did your work have, or could it have, on your employer?
5. What challenged you?
6. What will you do differently next?
7. How does this evidence support your EPA readiness?
	












KSB Opportunities in This Assignment
The following KSBs are relevant opportunities. Skills and behaviours should only be claimed where the workplace evidence demonstrates them in practice.
	KSB
	Wording

	K1
	Organisational and business strategies: and how these impact on the strategy for project control and its execution

	K2
	Principles of project control including the principles of the project life cycle; and the role project control plays in the governance of a project.

	K3
	Project control procedures and methods including employer organisation management systems that are critical to project control for example: quality control, configuration management, document and version control

	K13
	Analysis techniques: different approaches to data analysis, the benefits of each, what the analytics are indicating and why and how this may impact on decisions and recommendations.

	K14
	Approaches to communicating with different stakeholders in order to influence key decision-makers and colleagues.

	K21
	Assurance techniques including benchmarking, comparisons to historical data, published data and other projects and how to apply them for example to assure estimated schedules, cost estimates and cost forecasting

	K30
	Leadership: strategies to, lead, coach, motivate and develop members of the team; different leadership styles.

	K31
	Continuous improvement including how to: capture good practice and lessons learned from experience; keep up to date with new technology and ways of working and drive forwards continuous improvement.

	S1
	Determine, implement, adapt and refine the project controls procedures, methods and systems incorporating the relevant employer organisation management systems and procedures including quality, data management and security, document and version control and record keeping.

	S13
	Identify stakeholders across the project for example: those to work with when developing estimates, schedules, and plans and those to deliver controls information and recommendations to. Modify communication style and method to stakeholders, for example to gather information needed.

	S15
	Identify opportunities to use data analysis techniques to benefit project controls delivery such as automating repetitive processes or improving data quality or extracting deeper insights and, validate the related data analysis to ensure correct interpretation against which effective decisions can be made.

	S27
	Communicate and justify own conclusions and recommendations for example for project recovery or to lead to improved project delivery by influencing and, when necessary, challenging key stakeholders to make informed decisions. Key stakeholders include the project manager, portfolio manager or programme manager

	S28
	Steer across project controls functions in accordance with organisational core values and specific guidelines; mentor and coach team members such as Project Controls Technicians to meet project control requirements.

	S29
	Apply continuous improvement approaches for example using emerging technologies and lessons learnt from previous projects.

	B2
	Leadership: leads by example, demonstrating resilience, acting responsibly, and ethically, taking account of the need to progress environmental, ethical, social and economic outcomes.

	B4
	Pre-emptive: Foresees events and issues that might cause instability, uncertainty and phase changes.

	B5
	Integrity: Challenges areas of concern and acts with assertiveness and confidence.

	B6
	Impartial: Responds to feedback and challenging questions professionally and objectively by reference to evidence.

	B7
	Accountable: Takes responsibility for the accuracy and integrity of project controls reporting and recommendations.

	B8
	Collaborative: Interacts within a wide, multi-disciplinary project team, building co-operative relationships. Encourages team effort and promotes an interdependent culture.

	B9
	Innovation: Learns from innovative solutions and seeks out new ideas to deliver improvements.

	B10
	Personal & professional development: Takes responsibility for personal learning and professional development. Demonstrates commitment to learning and improvement, providing and receiving feedback and with a commitment to professional standards.

	B11
	Adaptable: adapts to evolving circumstances.


Evidence and Reflection Rule
1. Refer clearly to each Evidence Code in the written reflection.
2. Explain the real workplace activity completed.
3. Identify only KSBs that are genuinely supported by the evidence.
4. Explain what knowledge, skill or behaviour was developed.
5. Link the activity to the apprentice’s job role.
6. Explain the actual, expected or potential employer impact.
7. Show how the evidence supports EPA readiness.
Simply uploading an artefact is not sufficient. The apprentice must explain what they did, what they learned, what judgement they used and how the work contributed to PMO or project controls practice.


Designated Safeguarding Contact: Safeguarding@kentbusinesscollege.com 
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