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	Reports to:
	ESIF Project Coordinator 
	

	Employee Management:
	None
	Grade:
	04
	Profile Ref:
	103578

	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 operational support for the duration of the Growth Hub ESIF Enhancement Fund. 

	Responsibilities

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

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

	· Assist in the coordination and processing of applications for funding, ensuring all required information is present and correct.

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

	· Undertake general business support including word processing, photocopying, filing, emailing and dealing with mail.

	· Undertake diary management, arranging meetings, and appointments as well as ensuring the organising, prioritising and tracking of workloads on behalf of the Growth Hub ESIF enhancement project.

	· Service meetings, preparing relevant documentation and ensure that outcomes are recorded and actioned.

	· Undertake research and project work which may vary widely in complexity and detail 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.

· 

	· Where appropriate, take ownership of specific issues within the ESIF Enhancement Project, co-ordinating and monitoring milestones through to resolution on behalf of the Growth Hub

	· 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

	· NVQ 3 in a Business related subject or equivalent Level 3 qualification in an applicable area.
	A/C
	E

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

	Relevant Experience
	Measure
	Rank

	· Considerable experience of working in a secretarial environment and/or senior administrative role.
	A/I
	E

	· Considerable experience of working with highly confidential, sensitive and contentious information.
	A/I
	E

	· Experience of utilising Microsoft products e.g. Word, PowerPoint and Excel to produce professional documentation.
	A/I
	D

	· Experience of establishing business systems, processes and procedures to increase efficiency.
	A/I
	E

	· Experience of managing a heavy and challenging workload.
	A/I
	E

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

	General and Special Knowledge
	Measure
	Rank

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

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

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

	Skills and Abilities
	Measure
	Rank

	· Ability to communicate clearly and concisely to deal with difficult and sensitive situations in an appropriate manner.
	A/I
	E

	· High standard of oral and written presentation skills.
	A/I/T
	E

	· High professional standards with the ability to work on own initiative and perform duties with a high degree of tact and diplomacy.
	
	

	· Ability to work methodically, managing a heavy and challenging workload, prioritising work to meet tight deadlines.
	A/I/T
	E

	· Ability to produce clear and accurate records of highly confidential and/or contentious information.
	A/I/T
	E

	· Highly developed problem solving skills.
	A/I
	E

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

	Additional Requirements
	Measure
	Rank

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

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with Sheffield City Region’s vision, priorities, values and behaviours.
	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.


