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	ESIF Project Coordinator
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	Reports to:
	Growth Hub Operations Manager 
	

	Employee Management:
	2 Posts 
	Grade:
	07
	Profile Ref:
	103577

	Purpose of the Post

	The Sheffield City Region (SCR) Growth Hub is a partnership between the Sheffield City Region LEP, the Combined Authority and Government. The aim of this initiative is to develop over the coming years, a ‘world class’ system of business support within the Sheffield City Region that:

· offers a consistent service across the SCR – ending the ‘postcode lottery’ of business support; 

· is business-centric, designed as a partnership between the public and private sectors in order to maximise quantum and quality of business support available to companies across the SCR;

· prioritises publically funded interventions on the basis of economic impact i.e. net additional growth and / or employment footprint;

· Complements and never displaces the offer of the private sector. 

This post is responsible for providing project coordination support for the duration of the Growth Hub ESIF Enhancement Fund. Responsible for the implementation and management of ESIF compliant systems, processes and procedures; and submission of monthly financial and activity claims to the project Accountable Body team.

	Responsibilities

	· Support the delivery of European Structural and Investment Funds (ESIF) and funded project activity, ensuring all activities are carried out in accordance with the requirements of the funding contract.

	· Implement and maintain office systems and processes to ensure information is accurate, and retained in accordance with data protection regulations and ESIF document retention guidance.
· 

	· Coordination and process applications for funding, ensuring all required information is present and correct, formulate papers for assessment panels and communicate outcomes to applicants.

· 

	· Support the maintenance of project risk registers and assist in resolving issues to ensure projects are delivered.

· 

	· Maintain detailed oversight of the project CRM data and users to ensure data quality and consistency.



	· Prepare and submit accurate funding claims to the project Accountable Body Team, ensuring that only eligible expenditure and agreed outputs are claimed, and full supporting evidence collated. This requires the detailed scrutiny of expenditure/outputs and where necessary, the ability to challenge the inclusion of specific items.

	· Support the collection, collation and preparation of monthly management information and reports, including CRM data interpretation. 

· 

	· Support the Growth Hub Team in the procurement of specialist ESIF funded business support activity.

· 

	· Maintain regular liaison with project partners and Accountable Body, including attending meetings as required.

	· Support the successful on-going implementation of the project by providing a range of necessary support across all of the ESIF funded Growth Hub Team functions.

· 

	· Engaging in regular communication with clients or businesses more generally, through social media, promotional events and other channels as appropriate.

· 

	· Build and maintain excellent working relationships with key intermediary partners and Local Authority delivery teams.

	· Any other relevant duties and responsibilities as may arise.

	Qualifications / training
	Measure
	Rank

	· Level 4 qualification 
	A/C
	E

	· Relevant Qualifications in regard to Project and / or Programme Management
	A/C
	D

	Relevant Experience
	Measure
	Rank

	· Experience of working within an administrative function of ESF, ERDF or ESIF programmes or projects
	A/I
	E

	· Experience of working in a project management environment and utilisation of formal project management methodologies
	A/I
	E

	· Experience of collating and submitting funding claims to a third party body
	A/I
	E

	· Experience of collating and submitting funding claims utilising ESF or ERDF to a third party body
	A/I
	D

	· Experience in the collection, collation and presentation of Management Information, both financial and non-financial
	A/I
	E

	· Experience in processing and assessing applications for funding from a third party source
	A/I
	E

	· Experience of continuous service improvement with strong enthusiasm for improving service delivery.
	A/I
	E

	· Experience of presenting information verbally at meetings and undertaking formal presentations and briefing sessions.


	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of European funding eligibility, practices and principles.
	A/I/T
	E

	· Knowledge of partnership working practices and principles.
	A/I
	E

	· Knowledge of the functions and activities of the Sheffield City Region and its key partners.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Proven ability to analyse financial information.  Adept at spreadsheet manipulation
	A/I/T
	E

	· High level/strong communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders.
	A/I
	E

	· High level attention to detail – especially important in the preparation of funding agreements and performance schedules
	A/I/T
	E

	· Good organisation and time management skills with the ability to work under pressure, prioritising workloads and work under own initiative to ensure deadlines are met.  Well organised.  Able to schedule tasks that will be carried out over several months.
	A/I/T
	E

	· Ability to adopt an effective approach to problem-solving, adapting to changes in circumstances or information.
	A/I
	E

	· Ability to work as part of a team and in partnership with others to deliver common goals.
	A/I
	E

	· Accurate and methodical in the preparation, presentation and storing of documentation/data/information. 
	A/I/T
	E

	· Working proficient knowledge of Microsoft applications
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the business.
	A/I
	E

	· Commitment to continuous improvement and development.
	A/I
	E


This post is part funded by the England European Regional Development Fund as part of the European Structural and Investment Funds Growth Programme 2014-2020.

