[image: image1.jpg]European Union

European
Social Fund

‘Supported by the Youth Employment Initiative’






Regeneration & Local Services





Planning and Assets – Funding and Programmes


1. 
POST TITLE:
  
Senior Finance and Performance Officer - DurhamWorks 
2. 
POST NUMBER:


3. GRADE:
9 – Job Evaluation Ref. No. N10170 
  
4. 
LOCATION:


Your normal place of work will be County Hall, Durham. 





However; you may be required to work at any council 






workplace within County Durham.

5.         RELEVANT TO THIS POST:

Flexible Working:
The Council’s Flexible Working Hours Policy does apply to this post.  The postholder may be required to work outside of normal hours.

Contract:
This post is funded through ESF and the Youth Employment Initiative (YEI) as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England. The YEI/ESF funding will end in 31 July 2021.  
6. ORGANISATIONAL RELATIONSHIPS


The post is located within the Planning and Assets Service of Regeneration and Local Services. The post will be located in the Funding and Programmes Team, part of the Funding and Programmes Management function.

This post will report to the Funding and Programmes Team Leader.

The post holder will line manage the DurhamWorks Finance and Monitoring Officer.

The post holder will be required to establish positive working relationships with the DurhamWorks Management Team in the Adult Learning and Skills Service.
7. DESCRIPTION OF ROLE

The County Council, through the Funding and Programmes Team, take the lead in developing, co-ordinating and implementing the various European Programmes which provide grant assistance to County Durham.  The Youth Employment Initiative (YEI) is a 
£29m EU funded programme to help unemployed 16-24 year olds improve their skills and move into employment, training or education. DurhamWorks is the approved project for YEI in County Durham, with Durham County Council as the Lead Partner.  

This post will ensure that the County Council as applicant to this Programme maintains efficient and effective management of the project by providing advice, guidance and support to the Adult Learning and Skills Service, the project sponsor, particularly in relation to the European funding requirements.
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST


General
8.1  
Assisting the DurhamWorks Management Team with all aspects relating to ESF/YEI eligibility and compliance
In practice this would involve:

· Providing eligibility and compliance advice and guidance on proposed activities

· Ensuring eligibility and compliance of proposed actions for ESF/YEI
8.2
To provide advice on all financial aspects of ESF/YEI
In practice this would involve:

· Producing reports regarding the financial position of the programme

· Preparing and updating accurate spend profile information

· Providing advice and guidance to the project sponsor and answering general queries on all financial elements of ESF/YEI

8.3
To oversee the checking and verification of expenditure for DurhamWorks
In practice this would involve:

· Undertaking sample checks of claim information to ensure compliance with strict requirements of the funds

· Checking audit trails of project expenditure

· Undertaking monitoring visits to verify claim and output information 

8.1       To provide line management to the DurhamWorks Finance and Monitoring Officer  

· supervise staff allocated 

· assist on specific claims queries

· provide on the job training to staff

9. COMMON DUTIES AND RESPONSIBILITIES

9.1 Quality Assurance (as required)

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
9.2 Professional Practice (as required)

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of it’s service to internal and external customers.

9.3 Health and Safety (as required)
To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

9.4 General Management (as required)
To provide vision and leadership to staff within the postholder's team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.5 Financial Management (as required)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.6 Appraisal (as required)

All members of staff will receive appraisals and it is the responsibility of each member of staff to following guidance on the appraisal process.

9.7 Equality and Diversity (as required)

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

9.8 Confidentiality (as required)

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

9.9 Induction (as required)
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

PERSON SPECIFICATION – SENIOR FINANCE AND PERFORMANCE OFFICER - DURHAMWORKS (Grade 9)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	Association of Accounting Technicians or other relevant financial qualification at level 4 or above (or equivalent)

	A professional qualification in the field of Project or Programme Management


	Application, Selection process,

Pre-employment checks

	Experience
	Substantial experience of financial administration systems.

Experience of establishing/maintaining monitoring and record-keeping systems
Experience of preparing European grant claims, or claims for similar grant-funding regimes.


	Line management experience
	Application, Selection process,

Pre-employment checks

	Skills/Knowledge
	Knowledge of European grant funding rules/guidance or other similar grant funds 
Good numerical information analysis and presentation.

Ability to work effectively in a team, but also capable of individual initiative.

Strong written and verbal communication skills

Good organisational and administrative skills.

Ability to work to deadlines and manage a complex workload.


	Knowledge of Local Government and Economic Development and Regeneration issues


	Application, Selection process,

Pre-employment checks

	Personal Qualities
	Ability to work effectively in a team

Ability to carry out work with the minimum of supervision

Able to relate well and quickly to other team members and people from other organisations

Access to a car or means of mobility support to travel to meetings and for other purposes to fulfil the role

Computer literate (preferably Microsoft Windows, Office based software and programme management software)

Open to change and committed to innovative development

Must be performance oriented i.e. motivated by a desire to achieve performance targets and deliver a quality service
	Innovative and prepared to see things through.

Prepared to learn new skills

	Application, Selection process,

Pre-employment checks
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