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	Job Title:
Programme Co-Ordinator – Youth Empowerment Fund

	Service Area:

Youth Empowerment

	Directorate:

Brighter Futures
	Post Number:


	Evaluation Number:


	Grade:
SO2
	Date: October 2020 


	Accountable to:
	Business & Systems Senior Manager 

	People at the heart of everything we do
We are committed to putting people – Newham residents and Council staff – at the heart of all we do.  Our approach is a collaborative joint enterprise between residents, the Mayor, Members, Council staff and the Corporate Management Team.
Equality and diversity

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work.



	Protecting our staff and services

	Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.
Corporate parent

We believe that every member of staff working for Newham Council should understand and fulfil our corporate parenting responsibilities for our looked after children that we have under the Children and Social Work Act 2017. 




Overall Purpose of Job
· The Post Holder will support the Youth Empowerment Fund Board in implementing, embedding and maintaining the governance and evaluation activities for the Youth Empowerment Fund, liaising with Board Members and Officers from across the Brighter Futures Directorate to ensure the Fund meets its objectives.   
· Work closely with the Youth Empowerment Fund Board, acting as a day-to-day contact point.
· Co-ordinate and compile reporting of the funding allocated.
· Support the Youth Empowerment Fund Board with general co-ordination of programme activities, events and meetings.
· Work in collaboration with the Youth Empowerment Fund Board throughout the fund implementation to perform Due Diligence on applicants such that the Board can take the necessary care, attention and discretion prior agreeing any funding.

· Lead in tracking all financial disbursements to grantees

· Support ad-hoc project work as required, where directed to do so by the Youth Empowerment Fund Board, the Assistant Director of Youth Empowerment and other senior colleagues.
Key Tasks and Accountabilities:
Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties, which may be required from time to time.
· Coordinate the process of submissions of funding applications - including receipt of applications, respond to questions from applicants, notify applicants of the outcome of their application.  
· Maintain a comprehensive tracker of applications made and applications granted. 
· Ensure a rigorous process of financial reporting is implemented and adhered to. 

· Ensure all applications meet the eligibility criteria.

· Contribute to and prepare the grant allocation, disbursements, and forecast schedules, as required

· Work with team members in the preparation and completion of financial audits as required

· Well-developed organisational skills and the ability to combine attention to detail with a view of strategic priorities

· To minute Youth Empowerment Fund Board meetings, along with any other associated meetings and ensure all papers are prepared and circulated in good time.  

· To provide support to the Youth Empowerment Fund Board to add capacity.  
· To produce reports, briefings and other estimates to the Youth Empowerment Fund Board with regard to the programme.
· To ensure payments are made in accordance with procurement guidelines and in a timely fashion.  

· Delivering excellent customer focussed services 
· Deliver a proactive, knowledgeable and responsive service to stakeholders, resolving queries/complaints, meeting evolving delivery priorities, issues and challenges to high standards.

· To be tactful and have respect for the need for confidentiality to all parties concerned, including members of staff and service users where necessary.
· To carry out appropriate duties, as required, at any office location within the borough.

· To carry out other duties within the competence of the post holder as may be reasonably required from time to time.

Corporate Responsibilities 

1. To operate within the Council’s agreed Scheme of Delegation and governance framework.

2. To ensure that all aspects of service delivery are fully in line with Council policies, procedures and legislation, particularly in relation to equalities and diversity.

3. To uphold and ensure compliance with the Council’s policies and procedures across the service, including customer complaints and Information Governance (including the Data Protection Act, the Freedom of Information Act, Caldicott and related security and confidentiality policies and procedures).

4. To ensure that the Council’s vision, values and strategic objectives are achieved by providing clear sense of purpose and direction.
5. All employees are required to participate in the Performance Development  Scheme and to undertake appropriate training and development identified to enhance their work.
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	Job Title:
Programme Co-Ordinator – Youth Empowerment Fund

	Service Area:

Youth Empowerment

	Directorate:

Brighter Futures
	Post Number:


	Directorate:

Brighter Futures

	Grade:
SO2
	Date: October 2020 



	Accountable to:
	Business & Systems Senior Manager 


	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.


	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.



	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.


	CRITERIA


	METHOD OF ASSESSMENT

	QUALIFICATIONS

Educated to degree level or equivalent level of work experience relevant to the field.  
Evidence of continuing professional/ development. 
	Application form/Certificate 

Application form/Certificate 


	KNOWLEDGE/EXPERIENCE:
· Experience of programme/project management and managing demanding and competing priorities in a rapidly changing environment

· Track record of using IT in a business environment, including Word, PowerPoint and software packages to record and manipulate data 

· Good standard of literacy (including spelling, punctuation and grammar) and numeracy

· Knowledge of computer packages and an understanding of how ICT can contribute to increased efficiency and effectiveness

· Knowledge of leadership and management

· The ability to respond calmly under pressure and to make impartial and well-considered judgments in complex situations

	Application form / Interview
Application, Interview and Test

Application, Interview and Test

Application, Interview and Test

Application and Interview

Interview


	SKILLS AND ABILITIES:


	

	· Ability to operate confidently and effectively across the organisational hierarchy in order to command and co-ordinate resources 
· Excellent communication skills both written and verbal

· Excellent Interpersonal skills

· Excellent level of ICT skills

· Excellent communication and presentation skills

· Ability to work across teams e.g. Brighter Futures, Finance, Procurement, Communications

· Ability to work independently and under pressure on high profile, business critical projects

· Self-organisation skills and a demonstrable ability to manage and prioritise a workload in order to meet tight deadlines
	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview
Application Form/Interview
Interview 

Interview

	OTHER SPECIAL REQUIREMENTS

Willingness and ability to work occasional evenings and weekends to maintain service delivery.
This post is subject to a DBS check.

	Application Form/Interview

Satisfactory clearance at conditional offer stage
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