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BOROUGH OF PENDLE

Chief Executive’s Policy Unit 
JOB DESCRIPTION

Post Title:
FUNDING & ADMINISTRATION MANAGER
Post hours: 
37 hpw

(2 year fixed term contract)
Section:
Chief Executive’s Policy Unit 
Grade:
SO 1
Responsible to:
Chief Executives Policy Unit Manager

Responsible for:
Administration Assistants and Modern Apprentices in the Unit
Main contacts associated with principal duties:

Frequent contact with:

· Elected Members of the Council

· Officers of Pendle Borough Council

· Officers of the Northwest Development Agency (NWDA)

· Officers in Partner Organisations

· Project Managers

· Members of the General Public

Job purpose:
· To be responsible for the monitoring of external funding programmes, including spend and output control.
· To co-ordinate the administrative functions within the Unit to ensure a structured approach to service improvement.
· To be the Performance Indicator [PI] Champion and the Health & Safety lead within the Unit.
· To provide comprehensive financial and performance reports and information to senior management and Elected Members as required.

Control of resources:
· Petty Cash
· Equipment relating to the administrative functions

· IT equipment within the Unit
· Service Documentation as appropriate
Main Duties and Responsibilities:

1. To manage, monitor and co-ordinate externally funded programmes.  These currently include Working Neighbourhoods Fund, Community Cohesion Fund, Preventing Violent Extremism Fund, Communities for Health Fund and Single Regeneration Budget.
2. To maintain existing monitoring systems, and when required, to develop new systems.

3. To be responsible for quarterly monitoring of funding programmes, including advising Project Managers on the completion of forms and resolving claims queries with them.

4. To be responsible for the preparation of the Statement of Grant expenditure [where required].
5. To be responsible for the submission of aggregate claims to North West Development Agency / Government Office North West.
6. To be responsible for the compilation of financial and output information to be included in any contract letters between the Council and partner organisations.

7. To prepare complex reports to the Council’s Executive, Local Strategic Partnership, and where required to external bodies, including the Northwest Development Agency.

8. To provide comprehensive and timely statistical and financial reports and information to senior management and other Service Areas as required.

9. To ensure the effective and efficient processing of accounts and invoices to ensure that the Unit meets its performance targets.
10. To assist budget holders in managing budgets including forecasting and planning.
11. To monitor budgets to achieve financial spending targets in line with Council policies and procedures.
12. To be responsible for the management of the administrative functions of the Unit, including sickness monitoring, leave authorisation etc.
13. To be responsible for the training and development of administrative staff within the Unit and to co-ordinate the Unit’s training plan.
14. To be the lead officer for Health & Safety within the Unit, ensuring the Council’s policies and procedures are followed.

15. To be the Performance Indicator Champion for the Unit, ensuring a robust approach to performance management in the Unit. 
16. To be responsible for maintaining petty cash and its records for the Unit.

17. To take on the “Champion” role within the Unit for a number of corporate issues, e.g. Green Champion, Equality Champion, Web Champion, Efficiency Champion and to liaise with Team Leaders and the Service Manager to ensure a consistent and timely approach.

18. To be aware of your responsibilities under equalities legislation together with the objectives and targets required in the Equalities Action Plan, and to ensure delivery of these objectives within the timescales specified.

19. To undertake such other duties which may be assigned and which are commensurate with the grading of the post

PERSON SPECIFICATION
Funding & Administration Manager
	Selection Criteria
	Essential

or

Desirable
	Assessment Method

	Qualifications

	1. A minimum of three GCSEs, including Maths and English language, at Grade C or above (or their equivalent).
	Essential
	Application

Certification

	2. BTEC / HND in Business administration or equivalent.
	Desirable
	Application

Certification

	Knowledge, Skills, Abilities and Experience

	3. Substantial experience of detailed work with spreadsheets and databases, including their setting up and development.
	Essential
	Application

Interview

Test

	4. Ability to manage staff, including organising and prioritising workloads.
	Essential
	Application

Interview

	5. Strong numeracy skills with the ability to keep accurate records.
	Essential
	Application

Interview

Test

	6. Experience of developing and maintaining computer based systems.
	Essential
	Application

Interview

	7. Ability to maintain computer information systems to provide auditable monitoring systems.
	Essential
	Application
Interview

	8. Ability to write clear and concise reports on complex issues for a variety of audiences.
	Essential
	Application

Interview

Test

	9. Ability to search out, organise and analyse information from a variety of sources.
	Essential
	Application

Interview

Test

	10. Well-developed organisational skills and ability to deal with the prioritisation of work areas whilst meeting tight deadlines.
	Essential
	Application

Interview

Test

	11. High level of negotiation and interpersonal skills, including communication and listening skills, and the ability to work with, and obtain the cooperation of, a wide range of people and organisations.
	Essential
	Application

Interview

	12. Ability to work on own initiative, and to prioritise own and others workloads.
	Essential
	Application

Interview

	13. Well development project support skills particularly in relation to external funding programmes.
	Essential
	Application

Interview

	Special Requirements

	14. A commitment to the Council’s policies on equality and diversity.
	Essential
	Application

Interview
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