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	1. 
	POST TITLE:

	Performance and Finance Officer

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	Grade 6
Job Evaluation Ref No:  N10102  


	4. 
	LOCATION:
	Your normal place of work will be Spectrum 8, Seaham. However; you may be required to work at any council workplace within County Durham.



5.
RELEVANT TO THIS POST: 
Contract:
This post is funded through ESF as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England. ESF funding for the L!NKCD project will end in June 2022.
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
Disclosure & Barring Service:    
N/A
  6.
ORGANISATIONAL RELATIONSHIPS:
For employment purposes the post-holder will be responsible to the Performance Co-ordinator, or his nominee within the Economic Development Service.
7.
DESCRIPTION OF ROLE:
The L!NKCD project is an EU funded programme to help support unemployed and inactive residents with multiple or complex barriers preventing them from entering the labour market.  This role will help to achieve this through: 
Providing support to area teams with all tasks associated with financial transactions.

Providing support to complete regular monitoring claims for both finance and outputs
8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:
1. To provide advice on all financial aspects of the L!NKCD project including producing reports regarding the financial position of the project or preparing & updating accurate spend profile information.

2. To check and verify expenditure on L!NKCD by undertaking detailed checks of claim information to ensure compliance as well as checking audit trails of project expenditure
3. Responsible for dealing with all the paperwork associated with purchasing goods and services for clients.

4. Record and monitor all Flexible Fund and financial incentives transactions on the relevant spreadsheet to ensure they meet audit requirements.
5. To help maintain financial record-keeping systems for L!NKCD project to accurately monitor expenditure.

6. To prepare claims and monitoring information as required by collating all spend and output data and checking information provided and consolidating data to generate claims. 
7. Retrieving & logging information about all referrals to the L!NKCD programme and allocating to the most relevant Employment & Development Advisor.

8. Collate all paperwork associated with the L!NKCD programme and record information on the relevant spreadsheets to monitor performance and ensure learner records are kept up-to-date.

9. Operate a range of computer software such as word, spreadsheets and databases to produce documents and information for the service.

10. Maintain and retrieve information from paper and electronic filing systems.
11. Ensure that all paperwork relating to L!NKCD activity and claims is collected and stored efficiently.

12. Provide strong and efficient co-ordination and administration to support internal programme staff.
13. Administration duties include: scheduling pre-screen appointments, confirming customer availability for interviews, booking and confirming dates, times and venues, help with travel routes and collation of transaction logs to verify procurement card transactions.

14. Contribute to programme wide performance and sharing of good practice.
15. Any other duties appropriate for the successful operation of the Service.
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
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.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

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 its service to internal and external customers.
9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist 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.

9.6
Financial Management (where applicable)
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.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
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 have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

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.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
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:  Performance and Finance Officer (Grade 6)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· NVQ Level 2 Business Administration or equivalent and/or able to demonstrate relevant experience in financial management
	· NVQ Level 3 Business Administration or Accounting Technician or equivalent
	Application form

Selection Process

Pre-employment checks



	Experience
	· Experience of financial administration systems

· Experience of establishing/maintaining monitoring and record keeping systems.

· Experience of working within a large office environment.

· Experience of working to tight deadlines.

· Experience of working in the careers, employability or training sector.
	· Experience of preparing European grant claims or claims with similar grant funding regimes.
	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	· Excellent oral and written communication skills

· Proven administrative and organizational skills

· Excellent IT and keyboard skills, particularly using digital communication needs.
· Good numerical information analysis & presentation

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

· Able to organise own time effectively and work within tight deadlines.

· Able to plan and organize resources and monitor progress

· Able to use own initiative

· Understanding of and commitment to customer care.

· Knowledge of administrative procedures.

· Able to effectively use a range of social media platforms (e.g. Facebook, Twitter, Instagram).

· Able to use bespoke database and update as required.

· Knowledge of a range of funding streams available for training and employment support.

· Ability to assimilate complex information and produce clear and concise feedback, reports and briefing documents or presentations.
	· Knowledge of the geography of the project area.
· Ability to work as part of a virtual team


	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· A flexible approach to work and a capability to work under pressure to deadlines with drive and enthusiasm

· Methodical, accurate with concern for detail.

· Ability and willingness to work on own initiative and take a proactive approach.

· A responsible and responsive attitude to workload and clients.

· Confidence and determination

· Act as an ambassador for Durham Advance.

· Keen to learn and develop new skills and take on new challenges.
	
	Application form

Selection Process

Pre-employment checks
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