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Job Description
Grants and Commissioning Officer
Level: 7

	Responsible To:   
	Responsible For:

	Community Partnerships Manager
	N/A



About the job: 
This role is based within the Community Partnerships Team and is key to the delivery and oversight of all grants and funding programmes managed by the service.   

This post is responsible for designing and implementing fair and transparent bidding, commissioning, and procurement processes to ensure local community groups receive appropriate funding to deliver projects.  It will also manage the contracts, Service Level Agreements and Memorandums of Understanding between the service and community/voluntary groups who receive funds from the service ensuring outputs and outcomes are achieved and reported on.

Role:
· To develop and manage the processes required to procure and allocate all the grants and funding received by the Communities service.
 
· To work with the Community Partnerships Manager to design fair and transparent processes for allocating funding.  

· To lead on the contract management and monitoring requirements of all commissioning in the Communities service.  Ensure that performance information and reporting requirements are understood and adhered to by funded partners.   

· To support the Community Partnerships Manager in writing a variety of progress reports (e.g., update, closing and annual review) on the performance of each project which has received support.

· To work with others in the Communities Service to identify new and emerging service gaps, commissioning themes and corporate priorities which will shape the future commissioning process.  

· To lead on ensuring that colleagues and the local VCFSE sector are kept informed of relevant funding opportunities.  This will include liaison with local, sub-regional and regional partners to understand what other commissioning is being planned or financially supported to ensure no duplication takes place.

· To work with the Community Partnerships Manager to develop and deliver a programme of projects via the Neighbourhood Priorities work stream.  This will include preparing appropriate area specific profile data packs to support councillors in deciding how to best allocate funds.

· To develop and implement a consistent and transparent process to scope the detail of neighbourhood projects including clear outputs, outcomes, and performance management frameworks.

· To attend local community and other stakeholder meetings occasionally in the evenings and weekends as required.  If working outside of normal working hours, time off in lieu will be provided in accordance with Council and Directorate policy.

· To undertake any other duties commensurate with this salary scale.





Responsibilities:
Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.




What the successful candidate will have:

	Qualifications
· Any standard of qualification in Project Management, Community Development, Neighbourhood regeneration or equivalent, or relevant experience. 
· Evidence of continuous professional development.


	Experience
· Experience of working with a grant-giving process that supports external organisations, including setting clear service specifications, agreeing, and implementing commissioning processes and impact monitoring.

· Experience in delivering projects/programmes in communities as directed by elected ward or parish councillors on schedule and within budget. 

· Evidence of working with community groups, public and third sector organisations to improve conditions or outcomes in a community.

· Ability to communicate (reading, writing, speaking and listening) effectively and be flexible to the needs of a broad range of audiences. 

· Experience of applying for grant funding to enable the delivery of a project to achieve specific outcomes.

· Ability to analyse complex data and present in a simple and easy to understand format.
 

	Knowledge 
· A good level of knowledge and understanding of the challenges and barriers linked to neighbourhood/community working.
 
· A high level of knowledge of the variety of funding available to public sector organisations, voluntary and community groups.

· A good working knowledge of how local government delivers services is desirable.


	Skills & Abilities
· A high level of skill and confidence communicating to different audiences. 

· A good level of IT skills, including Microsoft Office, internet and social media.

· Good level of report writing skills.

· High level of organisational skills and a good ability to prioritise their own workload effectively.

· Good level of numeracy skills.




Our Values & Behaviours

Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service.

Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative.

Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services.

Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile.

Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome.
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