
Job Description

Job title:

Project Monitoring Officer (ESF)
Grade:


6

 

Directorate:

Development, Enterprise and Environment 
Unit:
   

Regeneration, Delivery
Job purpose

The post holder will support the delivery of projects managed by the Delivery Team, with a focus on support to the GLA’s European Social Fund (ESF) Co-Financing Programme (CFP) projects delivering skills and employability support to Londoners, in order to achieve target outputs and outcomes within agreed timeframes, within budget, to specification and operational standards. 
Principal accountabilities

1.  Maintain excellent working relationships with applicants, delivery partners, the GLA’s funders and auditors, and other internal and external stakeholders, including receiving and responding to project-related technical enquiries, for example those related to ESF eligibility criteria, evidence and audit rules, claim procedures, GLA and ESF publicity requirements.

2. Support the production of, maintain and distribute project and programme documentation and other information or reports as directed, for example management information and claim templates, prospectuses and application documents, guidance and handbooks, team plans, risk registers; monthly team performance reports; assist with preparation and distribution of contract specifications, and other procurement and grant award documentation.

3. Arrange project and programme meetings, including delivery partner interviews, workshops, steering group meetings, meetings with funders, and produce meeting documentation such as agendas, minutes and presentations. 
4. Produce project and programme communication and reports in order to track and report on ESF project and programme progress, including reports related to procurement and grant award processes; assist in compiling data and producing reports and communication about the overall programme of GLA Regeneration team projects and the London –wide Employability Performance Ratings (EPR); proactively coordinate and chase the submission of data and information and the progress of documents, reports, projects to meet required deadlines.
5. Create and maintain databases and spreadsheets as relevant to support the procurement, contracting and delivery of the ESF CFP, and enable tracking and monitoring, identification of variances, and provision of information and reports.

6. Receive and collate  evidence submitted by delivery partners to support claims for funding and ensure a timely, full and compliant audit trail; undertake detailed compliance checks, against ESF and GLA requirements, of the evidence submitted to support claims; track project actions, outcomes and spend against targets; assist with external monitoring visits, including confirming the accuracy and veracity of electronic evidence that has been submitted to the GLA through a check against hard copies held by delivery partners; liaise with Project Managers to verify EPR data.
7. Identify project issues and risks (including anomalies and irregularities) through tracking, monitoring, evidence checks, data analysis, and other compliance actions; escalate issues and risks and propose remedial actions for consideration by the Senior Project Officer or Project Manager; take ownership of and manage agreed follow up or remedial actions as required.

8. Check and process delivery partner claims and other relevant invoices, preparing them for Senior Project Officer or Project Manager approval; raise Purchase Orders, complete GRNs and process payments via SAP in a timely and accurate manner; assist in maintaining and monitoring project and programme financial information such as monitoring spend against budget.
9. Establish and maintain effective paper and electronic filing and records management to ensure maintenance of project and programme files to meet all audit requirements; assist the Project Manager(s) to meet funders’ monitoring and audit requirements, including providing accurate and timely data, management information and other supporting evidence as requested.
10. Provide general administrative support to enable the delivery of the GLA ESF CFP as required, including photocopying, mailing word processing and data entry, maintaining filing and other office systems, support with events, providing responses to letters, emails and telephone queries. 

11. Provide cover for other project management and support tasks in the team as required in times of staff absence or peaks of workload.
12. Perform the role and manage staff and resources allocated to the job in accordance with the GLA’s policies, including Health and Safety, and the Code of Ethics and Standards. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.
13. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.
14. Maintain timesheets to record time spent on European Structural and Investment Fund (ESIF) and non-ESIF activities in order to comply with the ESIF requirements. Part-funding for posts in the Delivery Unit is provided by external funders, including ESIF.

Dimensions

Accountable to:
Senior Project Officer – Delivery, Project Manager – Delivery  

Accountable for:
Resources allocated to the job

Principal Contacts:
GLA internal teams, delivery partners, ESF Managing Authority and auditors

Person specification

Technical requirements/experience/qualifications

1. Demonstrable experience and knowledge of project procurement and grant award processes with a particular focus on ESF requirements.
2. Knowledge of project management and project control processes and techniques to monitor progress and enable and assure compliance, finance and risk management, delivery of outcomes, and evaluation.
3. Well-developed IT skills, experience of using financial and claims management systems and processes, experience of records management, excellent report writing skills and a high level of numeracy.
4. A good understanding of local, national and European funding streams, particularly ESF, and their associated reporting, evidencing and audit requirements.
Behavioural competencies

Building and Managing Relationships

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 
Level 1 indicators of effective performance

· Builds rapport quickly with people at all levels and from different backgrounds

· Actively listens to others and is open to their ideas 

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team

Communicating and Influencing

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 1 indicators of effective performance

· Represents self and team positively within the organisation

· Speaks and writes clearly and succinctly using appropriate language that is easy to understand

· Considers the target audience, adapting style and communication method accordingly

· Communicates persuasively and confidently

· Checks for understanding
Research and Analysis

… is gathering intelligence (information, opinion, and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits
Level 1 indicators of effective performance

· Uses a variety of methods and sources to gather relevant data and information

· Checks accuracy of data and information before using it
· Assesses trends in data and spots connections to draw meaningful conclusions

· Summarises research outcomes in a clear and concise way

· Focuses on the research goal, working in a systematic way

Stakeholder Focus
… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions

· Demonstrates an enthusiastic and ‘can do attitude’ to all requests

· Provides timely, accurate and personalised responses

· Provides a polite and helpful first point of contact for stakeholders

· Learns from feedback to improve personal service to others

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.
Level 1 indicators of effective performance

· Plans and prioritises own workload to meet agreed deadlines

· Advises colleagues or manager early of obstacles to work delivery

· Perseveres and follows work through to completion

· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities
Problem Solving
… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 1 indicators of effective performance

· Breaks down work issues, seeking further information if necessary

· Provides workable solutions to solve immediate work problems

· Makes suggestions and implements improvements to personal work processes

· Actively supports new initiatives and tries different ways of doing things

· Learns from others’ experiences

Responding to Pressure and Change

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 
Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations

· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help

· Demonstrates openness to changing work priorities and deadlines

· Maintains personal well-being and achieves a balance between work and home life

Organisational Awareness
... is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 

· Understands how own role and work contributes to team and organisational objectives

· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners

· Is sensitive to the culture and political context of the GLA and uses it to work effectively

· Treats GLA information as sensitive and confidential

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
