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Job Description and Person Specification  

Assistant Programme Officer

	Department 
	Communities and Environment 

	Service 
	Environment Service

	Grade
	F

	Reports to
	Programme Team Leader

	Responsible for 
	N/A

	Job reference
	



	Job Purpose


	To provide administrative and financial support to Environment Service delivery teams, including managing financial data, purchasing, invoicing, and supporting grant claims and reporting requirements.

The post contributes to the efficient and effective delivery of Environment Service activities by ensuring financial, procurement and administrative processes are completed accurately, efficiently and in accordance with Norfolk County Council policies and external funder requirements.


	Context 


	The Environment Service supports Norfolk County Council’s response to climate change through delivery of the Norfolk Environment Policy and Climate Strategy. Work is delivered through significant and often high-profile partnership arrangements with public, and private sector organisations, local communities and volunteers.

Projects range from high‑value strategic programmes to small‑scale community initiatives and are funded through a complex mix of internal budgets and external funding sources, each with specific contractual conditions and reporting requirements. This requires robust financial monitoring, accurate forecasting and compliance with both Council and funder requirements.

The postholder will work closely with Project Officers and Managers as a professional advisor, supporting the effective financial monitoring and reporting of projects and services, and the procurement of goods and services in line with Council policies and procedures.




	Accountabilities 

	Provide financial administration support for assigned cost centres by producing finance reports, maintaining budget trackers and monitoring expenditure to support effective budget management and decision making.


	Raise and monitor requisitions, purchase orders, sales invoices and journals, ensuring transactions are processed accurately and in accordance with council procedures.


	Assist Team Leaders and Officers with the production of financial reports and preparation of grant claims to government departments and external funding bodies, ensuring compliance with funding requirements and reporting deadlines.


	Support procurement activities by obtaining quotations, raising purchase orders, processing invoices and liaising with suppliers to ensure timely delivery of goods and services.


	Track risks, issues and project progress, maintaining accurate records and highlighting concerns to support operational and management decision making.


	Provide administrative support including arranging meetings, taking minutes and supporting events to ensure effective service delivery.


	Manage and maintain service documentation within SharePoint and other systems to ensure information is stored, retrieved and disposed of in accordance with council policies and standards.


	Monitor relevant policy, legislative and funding developments and share information with colleagues to support service planning and delivery


	Contribute to continuous improvement through effective collaboration with colleagues across Norfolk County Council and external partners, supporting the achievement of service objectives.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Educated to NVQ level 3 or equivalent

	A business administration or accounting qualification or equivalent experience


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of working in a busy customer focussed environment in a technical or administrative role

	Previous experience of working with public funds



	Experience of working in a finance-based role

	Previous experience of procurement


	
	Knowledge of any publicly available grant funding, including claims and finance rules


	Skills:

	Essential
	Desirable

	Good Excel knowledge – able to use tables and basic formulae confidently
	Strong Excel knowledge – able to use charts and formulae confidently


	Able to prioritise work in a demanding and changing environment

	[bookmark: _Hlk18486509]Able to interpret and explain policy clearly to non-specialists


	Good written skills and understanding of ICT work packages – Outlook and Word

	

	Ability to work with financial information

	

	Ability to organise own workload

	

	Ability to produce accurate work swiftly 

	

	Proactive in solving problems

	

	Takes responsibility for assigned tasks

	



	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	N/A




	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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