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APT&C

JOB DESCRIPTION


POST:		Project Monitoring Officer (Post Award)
		(This post is part funded by the European Regional Development Fund 2007-2013)

		[image: ERDF-MONO]

LOCATION:	The postholder will be based in the Telford campus. They will be required to work at other campuses including WSP or transfer to another campus as appropriate. 

GRADE:			UW 7 	
		
DURATION:		11 months Fixed Term Contract to cover maternity leave of postholder

ESTABLISHMENT
NUMBER:			


1. Organisational Chart


Reports to:	Project Support Team Leader
		

Post holder:	Project Monitoring Officer		


Responsible for:		


2. Contacts

Internal:	Academic and other staff in Schools collaborating on projects, Company secretary; Heads and Deans of Department; business development managers; marketing staff; Finance Staff; support services staff; administrative staff.

External:	Advantage West Midlands; Local authorities; Chambers; funding bodies; government departments; suppliers; UK Universities; EU Commission and their contract administrators; TSB;  West Midlands Stakeholders; employers; clients and other external organisations.


3. Personal Specification	
	The Post holder will hold a university degree or equivalent qualification in Business or Administration Management. The person appointed will have a track record as a highly effective projects administrator; with advanced computer skills in MS Office applications. They will have experience of successful staff encouragement, guiding others in the accomplishment of contract management tasks and delivering projects.  The post holder will have good knowledge of European project monitoring and will be able to demonstrate an ability to recognise trends in data identify inconsistencies and address errors. This will require a person that is numerically literate for managing and advising on budgets and, financial reporting to illustrate corrective actions. S/He will have effective report-writing skills including statistical analysis and experience of monitoring EU/UK project outcomes. Experience of project management would be an advantage.  

   	The post holder will be a highly motivated and adaptable individual who is able to undertake a diverse range of duties, working without supervision under pressure and meeting deadlines.  S/He will have effective time management skills and excellent interpersonal skills with the ability to communicate at all levels.


4. Budget
No budgetary responsibility; however monitoring of project expenditure in other departments is an integral part of this role, as is advising projects on actions to prevent financial clawback.


5. Purpose of the Post
The post will supervise monitoring procedures for identified externally funded projects that are of significant risk (because of their value or complexity or both) to the University, the aggregation of complex information and preparation of reports as well as work of a confidential and sensitive nature.

The post holder will ensure appropriate paperwork and systems are in place to meet organisational and project audit requirements.  They will deal with any day to day queries on behalf of the project support team recognising the technical expertise that they will hold even though ultimate responsibility will remain with the Director of the Department.


6. Main Duties and Responsibilities

	1. 	Manage key relationships within Schools and across departments to ensure effective project 		compliance to reduce organisational risk.

2.	As the point of contact for their expertise in the area of EU projects resolution of technical queries from external and internal contacts or projects. Also liaison with internal departments and partners to provide advice and guidance on project queries to ensure the project or contract is delivered as required by the funder. 

	3.	Establish and manage a portfolio of key projects offering tailored support to include partner 		monitoring visits, travelling to locations outside the university.

4.	Develop knowledge of colleagues to assess beneficiary eligibility so they can participate in key projects and ensure systems to carry this out are traceable and auditable to avoid financial clawback. This includes preparing and delivering workshops as well as a traditional ‘consultancy’ approach. 

5.	Develop and implement databases and supportive systems for the preparation of statistical reports;	ensure databases are kept up to date for audit and monitoring purposes.

	6.	Project monitoring – ensure projects:
		a.	Verify and monitor project outputs, including necessary audit trail for such			detail.
b.	Establish robust governance procedures and coordinate the organisation of project meetings (often cross department and external partners), including writing minutes and ensuring follow-up of action points as appropriate.
		c.	Verify and monitor records such as timesheets and proof of outputs for 				audit purposes.
		d.	Meets all rules and regulations laid down by funding bodies, in particular, 			with regard to EU contracts; record keeping and publicity in conjunction with 
MAC.

	7.	Financial management
		a.	Support management and claiming of project income and preparation of 			complex financial reports.
		b.	Oversee maintenance of detailed financial records on project expenditure in 			conjunction with the University Finance Department.
c.	Ensure systems are in place for monitoring expenditure and delivery against budgets, reconciliation of variances and advise Project Managers/Directors.
		d.  	Assist the University Finance Department with gathering information for 				project claims to avoid clawback of funds.

	8.	Devise and deliver a full and confidential support service to identified projects, including 			monitoring identified transnational EU projects.

	9.	Devise, deliver and develop high quality reports, presentations and spreadsheets as required. 

	10.	Work with others and monitor activities for the preparation and delivery of capacity building 		events and training such as staff workshops, seminars and conferences. 

		11.	Contribute to the team approach for project support cover in the department.
		12.	Such other duties and responsibilities as may reasonably be required within the level of the 			post.

7.	Other Features of the Post
	This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.
 
8.	Additional Information
	The post holder may be required to undertake evening and / or weekend duties as part of his/her normal working hours or additional hours for which payment will be made or compensatory time off allowed in accordance with the Scheme of Conditions of Service for APT&C staff and any local agreement made under that scheme

9.	Data Protection Act (1984)
	The post-holder will be familiar with the above legislation and will, at all times, bear in mind his/her responsibilities under the above act. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.

10.	Computer Misuse Act (1990)
	The post-holder will need to have regard to the provision of the Computer Misuse Act 1990 and in particular to take such steps as may seem necessary to prevent unauthorised access to computer material (Section 1) and the unauthorised modification of computer material (Section 3).

11.	Health and Safety
	The post holder may be expected to undertake emergency first aid training.  The post holder will be responsible for health and safety in the area under his/her control on a day-to-day basis, and must ensure, as far as is reasonably practicable, that he/she is familiar with all relevant Health and Safety legislation and recommendations and that these are observed within his/her areas of responsibility.  Attention is particularly drawn to the existence of the University's policy statement on health and safety at work, copies of which have been displayed on notice boards in the University (further copies may be obtained from the Personnel Services Department).  Any accident in the post holder's area must be entered in the accident book.
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EMPLOYEE SPECIFICATION

JOB TITLE: Project Monitoring Officer 

SCHOOL/DEPARTMENT: University of Wolverhampton Project Support Office

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE


	Standard of General Education

	English and Mathematics GCSE


	

	Academic Qualifications
	Degree or equivalent professional qualifications in business or appropriate subject

	

	Professional Qualifications
	

	Relevant professional qualification

	General Skills/Experience
	Track record as a highly effective administrator
Advanced computer literacy skills including word processing, spreadsheets and databases (Microsoft Office)
Experience of staff supervision

	Experience and interest in coaching and developing staff


	Specific Knowledge and Skills
	Knowledge of European project monitoring procedures 
Report writing skills including statistical analysis
Ability to recognise trends in data and identify and flag inconsistencies and errors
Experience of monitoring project outcomes including managing budgets and financial reporting

	Experience of project work
Knowledge of project management software
Experience of working in an HE environment

	
Specific Qualities related to particular position
	Highly motivated
Ability to undertake a diverse range of duties at any one time
Attention to detail
Ability to prioritise tasks and meet deadlines
Track record of working effectively without direct supervision
Excellent interpersonal skills with ability to communicate at all levels
Awareness of appropriate handling of confidential / business-sensitive information
Willingness to undertake training if necessary
Willingness and ability to travel routinely as part of the job

	Commitment to customer care for both mentors and clients
Ability to form good working relationships with other departments
Ability to work collaboratively in a team



	Other
	Commitment to equal opportunities
Commitment to quality
Awareness of data protection legislation

	



Issued by 	Jan Gilder	 				Date of issue   July 2010
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