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Manchester City Council
Role Profile
Resources and Programmes Officer, Culture, Grade 7 
Culture Team
City Policy, Chief Executive
Reports to: Principal Resources and Programmes Officer, Culture

Key Role Descriptors: 

The role holder will play a key role in the management and coordination of a wide range of local, national, sub regional and international programmes for and on behalf of the authority, and support the delivery of the Our Manchester Strategy.

As part of multi-functional project development teams, actively support the development of projects and funding bids in support of our strategic objectives.

Provide advice and support to Council directorates, partners and city stakeholders in relation to delivery of projects and programmes to support the Council’s strategic objectives (see Role Portfolio below). 

Provide a project and programme management service that establishes effective programme management systems and audit ready processes, ensuring the effective management of a range of projects and programmes, (including grant funded schemes) and the monitoring and evaluation of performance on outcomes from these initiatives. 

Where appropriate, ensuring the team effectively manages funding on behalf of the City Council following the Council’s budgetary and management processes and meeting grant funding requirements. 

Line management responsibility for Resources and Programmes Assistants (Grade 5) and Business Administration Support (Grade 3).


Key Role Accountabilities: 

Project and Programme Management

As first point of contact provide advice and support on a range of projects, development, and programme management matters, including specialist and technical support in terms of a range of programmes. 

Appraise project proposals to ensure that they meet City Council grant funding criteria, strategic objectives, performance targets and value for money. 

Undertake regular monitoring of progress of projects and programmes, including expenditure, outputs and outcomes, and report upon the overall performance of projects. 

Liaise with and support Project Managers to ensure that individual projects and programmes deliver financial and output performance in accordance with agreed targets.

Maintain accurate project and programme management systems to ensure compliance with the requirements of the Council's Financial Regulations, and Internal Audit recommendations, along with programme guidance issued by grant funding and regulatory bodies.

Monitor and evaluate project performance through monitoring visits and claims procedures including use of the City Councils financial management system.

Assist teams across the Council with the coordination of project and programme management, working in partnership with a range of support services across the Council, such as Legal, Audit, Finance and project and programme officers.

Partnership and Relationship Working

Correspond effectively, both verbally and in written form, with officers and elected members of the City Council and representatives of government departments and external organisations on issues relating to external funding and programme management.

Represent the Council at meetings inside and outside the local authority, including meetings with key partners, ensuring that the Council’s views, policies, procedures, and strategies with regards to external funding are effectively communicated.

Personal

Personal commitment to continuous self-development and service improvement. 

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 




Role Portfolio
The role holder in the Culture Team will have an understanding of the national agenda on matters relating to arts, culture, heritage and creative industries and will have an agreed work programme each year focussed on the following: 
Programme Management  
· Support for the Council’s Cultural Strategic Investments programme, with responsibility for the development and management of monitoring processes and a schedule of review meetings, for a group of organisations within the portfolio.
· Support for the Council’s Cultural Partnership Grants programme, with responsibility for the development and management of monitoring processes and a schedule of review meetings, for a group of organisations within the portfolio.  
· Support for the delivery of the Council’s annual Cultural Impact Survey, with responsibility for individual work packages.
Plans and Strategies  
· Contribute to and support the delivery of Manchester’s Cultural Strategy and development and delivery of the Culture Team’s Delivery Plan and Zero Carbon Action Plan.
Events 
· Support the delivery of events related to the development of the Council’s cultural partnerships and investment portfolio, including the Manchester Culture Awards.
Communications
· Provide communications support for Culture Team activities in relation to communication briefs, press releases and social media.
· Liaise with cultural organisations and the Communications Team in relation to advertising offers and opportunities.






Resources and Programmes Officer – Key Competencies and Technical Requirements

Our Manchester Behaviours
· We are proud and passionate about Manchester
· We take time to listen and understand
· We ‘own it’ and are not afraid to try new things
· We work together and trust each other
· We show that we value our differences and treat people fairly.

Generic Skills

· Communication Skills: Strong communication skills, written and verbal with the ability to adapt to the audience and situation with ability to influence or persuade internal or external stakeholders.
· Analytical Skills: Ability to translate analyses into business cases which define potential benefits, options for achieving the benefits development of new or changed processes, and associated business risks.
· Planning and Organising: Ability to clearly prioritise work, set targets for self and others to meet demanding timescales.
· Project Management:   Contributes to the project and programme planning process within a defined project management framework providing required information in a timely manner and identify emerging risks to the project or programme and reports these appropriately. 
· Problem Solving and Decision Making: Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. Be logical in their thinking and explain reasoning behind decisions or actions taken.
· Strategic Thinking: Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.
· ICT Skills: Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.
· Research and Intelligence: Ability to conduct research using a variety of techniques, in order to gather evidence, evaluate and cascade to services and partners.
· Financial Management: Ability to plan, forecast and monitor expenditure against budgets, investigates variances and takes timely action to address deviations.

Technical Skills (Role Specific)

· Knowledge of and contribution to recent funding initiatives in local government and understanding of the national agenda on matters relating to a range of urban policy areas including arts & culture, smart cities and digital, energy, environment and climate change. Evidence of the ability to develop and implement programme and project management systems associated with funding programmes and projects locally, nationally, and internationally.
· Knowledge of bidding for and managing funding from a range of funding bodies – local, national, regional, sub-regional and internationally.
· [bookmark: _heading=h.gjdgxs]Willingness to undertake occasional off site and out of normal office hours working.
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