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	Ref: 4147



	Directorate
	

	Section/Location
	Business and Enterprise
Regeneration and Economic Development

	Post Title
	Programme  Manager

	Permanent/Temp
	Permanent

	Grade
	10

	Responsible to
	Senior Manager Business & Enterprise

	Responsible for
	Not applicable

	Job Purpose

	Overall Objectives of the Post:

To give support in developing business cases and the subsequent programme management with service areas  for external funding for projects across the Council, SME’s and Stakeholders .

To ensure all applicants understand the documents required for monitoring and auditing and that all requests to supply such information is undertaken in a timely manner.

To advise lead personnel on funding opportunities and eligibility for external funding through workshops and one to one sessions.

To liaise with North of Tyne Combined Authority, North East LEP, Government Departments and other managing authorities as appropriate and to respond to queries arising from funding bids.

To engage with relevant private sector partners with a view to engage them in the bidding process
To play a full part on behalf of Regeneration and Economic Development in cross cutting working across the Council and to advocate the Council in external relationships.


	Job Content

	Key Tasks of the Post:

1. To provide professional and strategic advice to the Head of Service, Budget Holders and Finance Team in relation to the bid writing, monitoring and programme management for external funded projects.
2. To achieve these objectives you will:

· Ensure that all funding bids developed are properly prepared and compliant. 
· Be responsible for the collection and collation of all relevant accurate information relating to external funding. To provide regular updates to calls to the Council, SME’s and Partners
· Represent the Council in negotiations with relevant partners/funding bodies to achieve the best interests of the borough.

3. Be directly accountable, within a quality assured and performance managed process, for the following priorities and work stream areas:
· Collate all financial monitoring information to satisfy the grant conditions as specified in the funding agreement. Ensure accurate and full records of all transactions are kept and are readily available for audit purposes; submit grant claims with all supporting information to meet timescales for payment of grant.
· Work efficiently and effectively with internal colleagues and external partners to ensure that all funding conditions are met in full.
· Oversee the development of relevant bids to external agencies to fund activity and the subsequent implementation arrangements.

· To manage financial resources relevant to the project within the requirements of the Council’s Standing Orders in relation to Contracts and Financial Regulations.

4. You will be responsible for establishing the right relationships to deliver services: You must therefore:

· Build relationships with internal colleagues and external partners who will help secure the successful outcome of the project.
· Successfully represent the Council to our partners helping them understand plans and priorities.
· Develop good relationships with private sector investors in North Tyneside to ensure all grant conditions associated with external funding are met in full.

· Develop good relations with managing authorities to ensure funding opportunities are exploited for the benefit of North Tyneside.
· Liaise with the Finance Team and provide regular monitoring information on externally funded projects and programmes.
5. You will be responsible for managing your work programme. You must therefore:

· Understand the workstreams you are responsible for.
· Effectively manage your work programme.

· Identify any issues that would adversely impact on your performance.

· Understand the external funding processes.

· Ensure you are able to meet the timescales set down to submit regular European funding grant claims.

· Collect and collate all relevant information to ensure grant condition are met in full and that the Council is not exposed to clawback.



	6. You will be responsible for making a corporate contribution. You must therefore:

· Understand the team objectives, their relationship with the Council Plan and how your role contributes to it
· Understand the role of Elected Members and the Elected Mayor and engage with the people of the Borough in a way that allows communities to make an effective contribution towards regenerating the area.
· Make a useful contribution to corporate teams tackling cross-cutting issues.
7. Other Duties

· All employees have a responsibility to undertake training and development as required. They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.
· All employees have a responsibility of care for their own and others health and safety.
· The above list is not exhaustive and other duties may be attached to the post from time to time. Variation may also occur to the duties and responsibilities without changing the general character of the post.


	Performance Standards

	Council Plan and the Regeneration and Economic Development Service Plan



	Working conditions

	Allowances:

· Casual Car User

· Working Hours – 37 hrs (flexible scheme)

· Location – any work site within North Tyneside






	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Full understanding of European funding, monitoring and auditing requirements

· Sound knowledge of procurement, budget and financial regulations  in the public sector;
· An in depth knowledge of local government across a variety of workstreams and service areas, particularly regeneration and economic development ;
· Knowledge of external funding sources, their constraints and their relevance to the Council
· The ability to foster good and effective working relationships at all levels with a wide range of partners;

· The ability to pay attention to detail;

· The ability to set clear and achievable objectives and put in place the mechanisms to achieve them;

· Excellent presentation skills, including working closely and positively with the  private sector and Government departments;

· Excellent organisational skills are essential to ensure all grant conditions are strictly adhered to; and
· Excellent IT skills

	Prince II

	Application form and interview

	Qualifications and Training
	Educated to degree level or equivalent or 5 years experience in a relevant funding field;

	Procurement, Budget and Financial Management training;


	Application form, Certificates and interview

	Experience
	Experience of funding applications and managing the requirements of external funders;
Experience of monitoring significant levels of external funding attached to large scale schemes.

Experience of successful partnership working with a range of agencies within and outside of North Tyneside Council;


	Experience of negotiating agreements with external partners;

Experience of statutory development processes (i.e. planning, building control).


	Application form and Interview

	Special Requirements
	Valid driving license
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