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	Job title:
	Contracting and Compliance Support Officer
	Line manager title:
	Grants Manager

	Operating Company/ Department
	Active Lancashire Limited
	Location:
	Active Lancashire Offices, Leyland

	

	Date:
	January 2020 
	LEVEL/Grade/Scale Point:
	SCP 1-11
	Salary Band: 
	£17,364 -£21,166 FT
Pro-rata would apply for Part time hours 



	Term of Employment:
	Part time. 
1st Jan 2020 – 31st December 2021 
	Employment Benefits:
	25days annual leave - FTE
Expense allowances

Pension scheme membership


	Other Info: 
	Part funded through European Funding (ESF)

	
	
	
	
	
	

	Job purpose:

	· To support the writing of Contracts for Suppliers and Partners in relation to the More Positive Together Programme (MPT) which is funded through the European Social Fund (ESF)
· To ensure that all claims evidence and data is provided accurately, to meet agreed DWP claim deadlines ensuring all European audit requirements are met.

· To support the Data Protection Officer in ensuring compliance with data protection legislation and to ensure best practise across the More Positive Together Programme. 


	Key accountabilities:
	Measures:

	Contracting Support

· To provide support in the writing of contracts for both Suppliers and Partners in the context of projects funded through the European Social Fund.

Monitoring Support 

· To provide administrative monitoring and claims management for the MPT project – including submissions of claims and monitoring information; distribution of payments and verifying compliance with European requirements; compiling financial and management information reports and providing guidance to partners. 

· To advise and follow the financial and monitoring processes, sufficient to satisfy funding and audit requirements and ensure compliance with ESIF guidance. 
To provide on-going support to partners to enable them to follow agreed procedures and ensure quality reporting and evidence collected
Data Protection Compliance 
· Supporting the Data Protection Officer (DPO), you will be the first point of contact for data controllers/processors, participants and team members with regard to the processing of personal data and any such queries. Additionally, you will be maintaining knowledge of data protection laws and practices, as well as working with the DPO to ensure Active Lancashire complies with the General Data Protection Regulation (GDPR) and relevant UK data protection law(s) and regulations.
· To complete GDPR Compliance Checks with MPT Partners 
	Directly attributable to the measurement of the Key Accountabilities:
Contracting Support 

Contribute to MPT contracts which include relevant performance obligations, and limits the organisations exposure to risks relevant to individual contracts. 

Monitoring Support 

Administrative procedures carefully followed to monitor manage and accurately report the information required to maximise claims for the MPT project. 

Grants Manager supported to ensure all finance information is submitted as required by funding organisations, on time and accurately reported. 

Contribute to communicating the agreed finance standards and processes effectively to staff and partners, to ensure transactions are accurately recorded and managed within the agreed budgets and timescales

MPT partners report high levels of support with the monitoring and claims management processes
Data Protection Compliance 
GDPR Compliance and Active Lancashire fulfilling its obligations as the Data Controller. 
No breaches reported to the ICO. 


	Dimensions impacted by job (including number of people managed, turnover and budgets expressed in £ p.a.)
	Education, qualifications, skills and experience required in the role- essential – and desirable if applicable

	Direct reports’ job titles and grades: (where applicable)

Not Applicable
	Experience and Skills
Essential Criteria 

Contracting Support - Essential
· Experience (within the last 2 years) of providing administrative support and handling basic contracting queries. 
Data Management – Essential 

· A minimum of 12 months of working with Data Processing requests compliant with the Data Protection Act 2018.
Desirable 
· Experience of co-ordinating project budgets, working within targets and agreed timescales
· Experience of providing a high level of customer service in a range of environments

· Experience of working co-operatively in a team and contributing to a team 

· Experience of working with European Funding or a similarly complex funding stream (desirable)
· Experience of book keeping/Sage (desirable)
· Excellent working knowledge of Word, Excel and general IT skills

· Attention to detail

· Ability to work unsupervised and act on own initiative 
· Ability to meet agreed targets

	Core behaviours:
	Key interfaces (internal and external) and reasons (e.g. inform, negotiate)

	To be committed to Active Lancashire’s core values of:

Forward –thinking

People First

Everyone Counts

Working Together

Passion

Influencing Change.  
	· Communicates with external Partners and Stakeholders  

· Communicates with and supports MPT Delivery Partners 
· Provides information to funding bodies

· Communicates with and supports the core team and wider partners

	The operating environment and context of the job:

	The work undertaken by this post supports a number of managers within the organisation, as well as the MPT project support staff. The requirement is for an individual who can work with the Grants Manager and Business Development Manager as well as MPT delivery partners to ensure that the contracting and GDPR responsibilities associated with MPT are successful whilst meeting relevant European audit requirements and minimising the financial and reputational risks to Active Lancashire. This requires a high level of attention to detail, time management, team working and communication skills.


	The Governing body/legal requirements:

	· ESIF Eligibility requirements
· Governance Policies and Procedures
· Contract law

· GDPR requirements
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