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Job Description 
	Job Title
	Finance, Claims and Performance Officer

	Grade
	PO2

	Reporting To
	
Housing Investment Team Leader

	JD Ref
	REG0128P


	 
Purpose
To provide accurate and punctual financial and performance monitoring services for a range of projects and programmes, ensuring they meet any technical funding requirements and any risks to the Council are mitigated.
Main Duties And Responsibilities
1. Provide financial and performance monitoring for a range of housing programmes and funding initiatives and supporting managers with key internal and external returns., including producing regular budget monitoring reports and financial projections.
2. Hold sole responsibility for preparing accurate and complex programme level claims and monitoring returns for submission to external funders for housing projects and programmes, ensuring a consistently high level of accuracy and presenting all information to service managers prior to submission.
3. To be the lead financial officer on specific multi-year projects ,ensuring that all technical, financial, and monitoring requirements are implemented, including  ensuring  that the Council’s financial regulations are adhered to.
4. Undertake quality control checks on financial and monitoring information provided by internal and external sources, referring back for correction when required.
5. Support managers in preparing and negotiating any financial changes and variances to any housing projects, including with external funding providers.
6. Attend relevant meetings to represent the Resettlement and Housing Investment team providing advice on financial, compliance and performance matters.
7. Manage external project audits, prepare information for the audit and lead on the provision of responses to audit queries, ensuring records are fit for purpose and maintained in order to meet any audit and data protection requirements and minimise the risk to the Council.
8. Be responsible for the regular reconciliation of “project funds”. 
9. Be responsible for the year-end closure of project accounts in accordance with the Councils financial procedures. 
10. Assist with  evaluating submissions for Council and external grant programmes and provide advice, support and training to those services and external organisations to help them implement robust financial systems and technical compliance requirements for grant funded projects. 
11. Interpret complex and detailed grant regulations using these to design, develop and implement financial processes and procedures which meet the compliance requirements of external funding providers.
12. The duties and responsibilities highlighted in this Job Description are indicative and may vary over time. Post holders will be expected to undertake duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills

Qualifications
· Finance or business management qualification such as ATT level 3, ACCA or business management or equivalent experience.

Knowledge & Skills
· Extensive knowledge and experience working within a financial or programme management service. 
· Ability to negotiate and work assertively, yet in a sensitive manner.
· Ability to accurately record financial statements and findings and compile reports. 
· Desirable - Knowledge of government funding programmes such as various resettlement schemes.  
· Desirable - Confident user of information technology applications to include database input, excel, word-processing, and email. 
· Desirable - Ability to think creatively in finding solutions to preventing homelessness. 
· Desirable - Effective communication skills both verbal and written.  

Experience
· Experience of negotiating effective outcomes with people or agencies.
· Experience of financial management, programme and performance monitoring 
· Experience of working with a wide variety of internal and external clients and agencies.
· Desirable - Experience of responsibility for making claims to government or public sector of other funding bodies and reconciling and reporting on related income and expenditure.


Additional Information 
· Ability to work flexibly and occasional work outside of core working hours.
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