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Job description 

Finance and Compliance Officer


	Department 
	Strategy and Transformation

	Service 
	Growth and Investment

	Grade
	H

	Reports to
	Finance and Compliance Lead

	Responsible for 
	N/A

	Job reference
	10688



	Job Purpose 

	Provide effective programme support and project support in respect of one or more specific programmes within the Growth and Investment service covering a range of financial instruments such as grants, loans and equity investments.

Working as part of a programme management team as the key lead in reimbursement of approved applications through checking of claims as per the contract offer letter for organisations in receipt of funds from Norfolk County Council directly or via externally funded programmes.  

Maintain communication with organisations who have an approved application to ensure progress of respective project and respective claim.


	Context 

	The Programmes team delivers the awarded contracts to Growth and Investment through technical and administrative support and management.  The programmes team are accountability for the delivery of a portfolio of funded programmes and projects with different accountable bodies such as ERDF, Shared Prosperity Fund, Enterprise Zones, Business Rates Pool, Low Carbon Innovation Fund and New Anglia Capital.  

Utilising various financial instruments including Grants, Loans and Equity, the Programmes team offers advice and support on the whole programme life cycle from inception to post closure, managing budgets and expected outcomes in line with contractual requirements. 

In addition to supporting the Growth and Investment service, the programmes team are also responsible for horizon scanning and development of bids in support of the Council’s objectives as an organisation, especially the recently approved Local Growth Plan.




	Accountabilities 

	Act as the central point of contact for financial and compliance issues relating to a range of projects and programmes both internally and with partners.


	Support delivery and partners in financial planning and budget forecasting, including income and expenditure.
Ensure payment and recording of eligible invoices following authorisation, including making ‘Certified’ copies for compliance.


	Maintain a database of permanent records and contracts in line with contract and funding regulations.


	Provide partners with technical support in complex and non-complex compliance and financial cases and provide strategic guidance to partners on compliance and delivery issues.


	Ensure that delivery fully complies with all finance and other relevant requirements and that Customer Relationship Management (CRM) System users and data contained within it is compliant.


	Ability to audit all aspects of delivery to ensure compliance and eligibility against appropriate regulations.


	Undertake checks and ensure that claims and all financial systems are robust and compliant to required standards.


	Maintain an excellent working relationship with the national, regional and national teams and delivery partners.


	Prepare any relevant paperwork required for audit compliance and oversee audits.


	Work with the G&I team in the processing of monitoring of elements of the delivery, gathering of evidence for successful programme delivery and review and revise operation of delivery.





	Person Specification


	Qualifications:

	Essential
	Desirable

	
	PRINCE2 practitioner or equivalent qualification or equivalent demonstrable experience.


	
	Financial qualification.


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of financial claim processes against eligibility criteria. 

	


	Experience of business relationships where organisations require support to complete and submit financial claims in line with the contract offer.

	

	Experience of Stakeholder Relationship Management and negotiating with providers in relation to quality matters.

	

	Good communication and negotiating skills with internal and external customers and production of good quality, evidence-based reports to support decision making.

	

	IT experience of using standard Microsoft Office applications in a working environment Experience of Quality Systems (including accreditation systems) in either the public or private sector. 

	

	Skills:

	Essential
	Desirable

	Ability to plan, prioritise and manage workloads for self and prepare and present reports based around contractual obligations.

	

	Able to assess risk and advise the appropriate management action in relation to programme applications regarding quality issues. 

	

	Able to engage people effectively in evidence driven dialogue reaching agreement about actions required and following up as needed e.g. grant appraisals and clarifications.

	

	Able to communicate effectively and appropriately at all levels.

	

	Able to maintain judgment when working under pressure, using appropriate levels of tact and assertiveness to resolve difficult situations constructively.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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