


	Role Title
	Performance and Funding Manager

	Job Family
	Employment Business and Skills 
Performance and Programme Unit 

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	PO 7 (subject to job evaluation)

	Purpose
· To lead on developing data reports, finance and performance information for Employment, Business and Skills activities in close contact and collaboration with the Corporate Finance Team. 

· To provide expert advice, analysis and briefings to senior management and colleagues on all data, performance, and finance related issues to enable effective decision-making and strategic development.
· To commission, maintain and develop relevant management information systems to enable performance measurement against targets and funding requirements, and to ensure contractual compliance across the service. 
· To oversee the preparation, validation, and submission of timely and accurate data returns for funded projects, payroll activities and management of work schedules.
· To work closely with the Adult Learning Service to ensure successful drawdown of its annual allocation of Adult Education Budget and provide a data, performance, and funding compliance service in relation to all audits and inspections including Ofsted. 

	

	Generic Accountabilities
	End Result/Outcomes

	Plan and ensure service delivery within a diverse environment. Control activities within the service area and ensure professional standards are delivered.
	Standard and bespoke reports are produced and disseminated to deadlines.
Funder requirements are met particularly but not exclusively the Adult Education Budget.
Information is presented in clear and understandable ways that informs effective and timely decision-making
Reports provide an accountable and transparent understanding of the position of funded and other activities to managers, SMT, Finance and Internal and External Audit.
The finance and performance service successfully meet funding requirements.
Attend Corporate Finance Team meetings, contribute to the team and liaise closely with corporate finance colleagues.

	Advise Senior Managers, Members and others on issues relevant to the service area. Provide professional challenge and advice to colleagues, managers and partner organisations.
	Comprehensive, clear reports are used to identify underperformance across funded activities.

Advice is provided to support management action to rectify issues including ways in which underperformance can made up.

Regular monitoring of activities enables corrective action to be embedded and maintained.

Reports are provided in a timely way, both standard reports and tailored information for specific needs.

Non-compliance or underperformance is reported in a timely way and managers are supported to escalate/resolve.

Regular meetings are held with budget holders to manage budgets and spend.

Senior Managers are briefed on the latest financial position of funded activities and budget monitoring.

	Ensure the development and delivery of continuous improvements in all aspects of the service.
	Regular in-house monitoring and audits take place to check systems.

Audits by the Corporate Audit Team and external auditors are managed successfully, and information is provided in a timely way.

Audit recommendations are agreed and follow up is implemented to embed corrective action.
Feedback is gained from budget holders and audit reports to improve services, processes, and systems. 


	Lead, motivate and develop staff to create and maintain a highly competent and participative workforce.
	Performance and Funding Team staff maintain skills and develop these including the use of technology, MI and financial systems.

Support wider management team to make best use of MIS systems.
Budget holders can engage with the funding and performance service effectively and learning needs are identified and met.

The team is highly competent, effective, motivated and outcomes focussed. 

Recruitment, induction, development, performance reviews, employee relations and all HR processes and planning is completed to the required standards and timescales.

Effective team meetings take place to required timescales.

Regular supervision is undertaken, and clear objectives set and monitored through the Council’s Appraisal process.

	Identify, secure, deploy and manage the resources necessary for the professional service area to meet/exceed its objectives.
	Technology is used to ensure the efficient gathering, collation, analysis, and interpretation of management information.

Resources including equipment, people, and systems are utilised optimally and efficiently.

Budgets are planned, developed, and delivered. Value for money is maximised.

Financial expenditure and financial integrity are controlled to assure regulatory and Council policy compliance.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	The frequency and content of standard, routine reports is agreed in advance, reviewed regularly and meet budget holder/manager requirements.

New standard reporting needs are understood and agreed with the relevant service including where new projects and programmes need to be set up.

Tailored/bespoke reports are agreed and implemented.
Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Ensure the successful implementation of health and safety legislation, policies and practices.
	Customer risks are assessed.

Relevant health, safety and welfare requirements are met.

	Ensure the successful implementation of health and safety legislation, policies and practices.
	Risks to staff and others are assessed and managed.

Suitable health and safety instruction and training are provided.

There is a safe working environment.

	Lead projects or improvement programmes, or contribute to the delivery of larger projects


	Practical, effective solutions are developed and delivered in accordance with legislative requirements and good practice guidelines and address any relevant environmental / conservation / technical / design issues.

Projects are delivered to agreed specification, timescales and budgets.

All project documentation and reports are completed correctly.
Appropriate project management systems and processes are adopted.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	Act as the main point of contact with the Corporate Finance Team and attend Corporate Finance Team meetings as appropriate. All policies and procedures are complied with.

	Job Specific Accountabilities
	End Result/Outcomes

	Provide a comprehensive, directorate-wide finance and performance management service that enables the successful management and achievement of funding and activity targets across diverse funding regimes.
	Finance and Performance team receive clear targets and timelines and monitoring accurate and timely achievement.

	Ensure a comprehensive up-to-date understanding of all funding body requirements across funding streams and advise Senior Management to maximise funding draw down. 
	All compliance requirements are met in relation to funding body requirements 

	Maintain a comprehensive and up to date knowledge of unit prices for eligible activities, including learning aims under the Adult Education Budget
	Managers receive advice to maximise draw down of AEB and other funding on the most advantageous selection of learning aims/other funding unit prices.



	Advise on funding streams to set out eligible activities to maximise draw down, and support decision-making within the management team to ensure 
	Applications for new funding are well informed with financial data and the service is supported to understand the financial viability of proposed bids.

Compliance with funder requirements and eligibility of activity and expenditure is ensured 

	Lead on the completion of all income returns and financial reports including the Use of Funds grant statement and submit to funders as required accurately and to deadline.
	Data requirements for other income generation activities such as bids, grants and any other funding applications and income generation activity are met.

	Contribute to planning of activities and deployment of resources to meet funding and activity requirements including annual service and budget planning.
	Managers receive advice on funding, conditions of funding, audit and inspection requirements, learner/beneficiary eligibility, performance collection requirements and best use of the information systems.

	Provide regular analysis and modelling of the impact of changes to funding methodologies and projected impact on earnings in-year, to advise the Senior Management Team on any actions needed to mitigate financial risks
	Change, opportunities and new business activity into the service are quickly assessed for financial and performance requirements and embedded into systems and processes with any bespoke requirements identified and agreed.


	Take responsibility for grant/funding claims and reconciliations and any other activities which relate to finance elements of the business operation as required by Employment, Business and Skills.
	Clear, accurate and concise funding and performance management information to support returns for internal and external bodies.
A depository of funding contracts/agreements, reconciliation statements, contract variations and other official documents relating to funded activities is maintained 

	Liaise with internal staff and external funders to ensure that appropriate financial systems and controls are in place, and records maintained, in accordance with both internal and external standards 
	All compliance requirements are met in relation to the responsibilities of this role

	Produce and maintain current MIS policies, procedures and processes to support internal needs and external audit requirements. Contribute to and implement cross directorate working (e.g. through Joint Woking Agreements).
	Regularly review systems to ensure maximum efficiency and that information assets are stored effectively to audit, funder, and council requirements.

Adopt and maintain technology to improve efficiency across the Service



	Nature of Contacts

	Frequent contact with Heads of Service, and senior representatives from external organisations in both the public and private sector, providing expert advice, guidance and support on complex issues.

Manage relationships with key stakeholders and delivery partners including negotiation of complex political issues / contractual agreements / amendments. 

High levels of tact, sensitivity and diplomacy is required.

	Procedural Context

	Work within a policy framework and regulatory guidelines, applying knowledge of systems, procedures and best practice. Work to broad managerial direction, within a policy framework and regulatory guidelines, to ensure performance standards are met within a framework of policy and legislation.

Control the deployment and allocation of service resources within overall corporate and legislative framework. Accountable for the performance of the service area against agreed objectives.  Develop service plan for area of responsibility and contribute to term wider service planning. Professionally accountable for interventions within area of responsibility. 

Manage complex issues within a framework of policy and procedures. Creative and innovative problem solving of complex issues, often in situations where there is ambiguity and a significant degree of judgement is required in relation to risks outside the remit of existing policy. Think and act strategically in decision making in a complex professional and political environment.

Development of policies and procedures and strategy for own area. Lead in partnership development, working with a range of agencies and extended services to meet strategic, legislative and Government policy requirements.

Occasionally the post will be expected to work from other locations.

Post holder will oversee operational decisions. 

Post holder will normally report into Head of Service.

	Key Facts and Figures

	£3.1million of Adult Education Budget annually
£2million of other funding including S106 and Council funding

c. 220 staff across the directorate with 183 within the ALS

c. 5,000 residents supported each year

	Resourcing

	Budget Responsibilities: NIL
Supervisory Responsibilities: Yes


	Knowledge, Skills and Experience 

	· Thorough knowledge of Adult Education Budget, European Union Funding Regimes (e.g. ESF, ERDF, Community Initiatives) economic regeneration and other funding streams (with the ability to quickly understand UK successors to EU programmes) and of planning methods which maximise funding the draw down of funding allocations.
· Comprehensive knowledge of methods of researching, collecting, collating, recording, verifying, analysing and presenting complex data in simple, clear formats.

· Thorough knowledge of the Ofsted Education Inspection Framework and other inspection and audit requirements relating to data and performance.

· In-depth knowledge of Data Protection requirements and Data Sharing Agreements

· Sound understanding of the purpose and aims of skills and employment related training, particularly in the context of people facing disadvantage.

· Extensive experience of operating complex management information systems (including EBS Tribal, Access and Excel) and producing detailed data and performance reports to inform quality and service improvement.
· Experience of using technology (hardware and software) to underpin financial and performance services.
· Proven experience of advising and supporting data and curriculum staff and managers to achieve full compliance with all audit and regulatory requirements and legislation in relation to data and funding.

· Substantial experience of maximising income generation and funding allocations through timely and accurate submissions and returns (including associated data cleansing using systems such as LARS, FIS, QAR and PDSAT) and support with bids and grant applications.

· Proven experience in conducting due diligence processes with training providers to ensure they have capacity to comply with all relevant performance, funding, audit and quality requirements.

· Proven experience of producing and updating current policies, procedures and processes relating to MIS, data and funding.
· Experience of managing the audit and monitoring process.

· Substantial experience of financial management in a public sector setting including operating a P&L and local authority accounting systems and processes.


	Indicative Qualifications

	Degree or equivalent or vocational qualification in relevant subject or area

	Evidence of Continuous Professional Development
Accountancy qualification e.g. ACCA/AAT


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed
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