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Job Description and Person Specification


Last Updated
August 2026

Job Title
Grants Programme Monitoring Officer (Leisure Capital Programmes)

Service Area
Active Hastings

Grade
Grade 5

Reports to
Leisure Development Manager

Location
Muriel Matters House

Purpose of the Job
To provide programme delivery support, coordination, monitoring and assurance across the Community Leisure Capital Grants Programme and related leisure capital activity.
The postholder will ensure that grant programmes are delivered effectively, funding conditions are met, risks are identified early, and robust monitoring, reporting and audit arrangements are maintained. The role strengthens programme grip and delivery confidence while maintaining appropriate financial control and governance.
        


Job Description
Main Responsibilities
· Coordinate the planning and delivery of multiple funding rounds for the Community Leisure Capital Grants Programme.
· Provide early-stage support to applicants, including eligibility checks, readiness discussions and guidance on deliverability.
· Maintain an overview of programme timelines, milestones and dependencies across grants and wider leisure capital activity.
· Track progress across funded projects and escalate delivery risks or slippage at an early stage.
· Support the preparation of programme papers, dashboards and decision reports for the Leisure Capital Strategic Board.
· Lead on due diligence, verification and compliance checks for grant applications.
· Draft and manage grant agreements, ensuring clarity of conditions, milestones and reporting requirements.
· Monitor delivery against agreed milestones, evidencing capital spend in line with funding rules.
· Maintain a clear and complete audit trail suitable for internal and external scrutiny.
· Ensure grant conditions, subsidy control requirements (where applicable), and capital funding rules are complied with.
· Prepare regular monitoring and performance reports for: Leisure Capital Strategic Board, Senior Leadership Team & Elected Members.
· Coordinate reporting inputs from delivery teams
· Support programme level evaluation (outputs, outcomes and learning)
· Maintain programme level risk logs and mitigation actions
· Act as a central coordination point between grants activity and wider capital programmes
· Support alignment between HBC funding and external funding requirements

General Responsibilities
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 
The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 



The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.
















Person Specification
Job Title
Grants & Programme Monitoring Officer (Leisure Capital Programmes)
Essential Requirements
Qualification
1. Educated to degree level or equivalent or relevant professional experience 
Experience
2. Experience of administering grant programmes, funding schemes or complex programmes.
3. Experience tracking budgets, milestones and delivery risks
Knowledge
4. Strong understanding of monitoring, compliance, and audit requirements.
5. Strong written skills, including report writing for governance forums.
Person Aptitude and Skills
6. Ability to coordinate information across multiple workstreams.
7. High attention to detail and strong organisational skills
Behavioural Approach 
8. Ability to coordinate information across multiple workstreams.
9. High attention to detail and strong organisational skills 
10. The postholder will manage multiple deadlines and priorities across a number of workstreams, requiring good organisational skills and the ability to work under pressure at peak periods (e.g. funding round deadlines and reporting cycles).
Further behavioural information can be found in our Values & Behaviours Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.
Circumstances
11. The role is primarily office‑based, involving regular use of IT systems for monitoring, reporting and coordination activities.
12. Occasional site visits to community facilities and leisure sites are required to support monitoring and engagement, typically lasting up to half a day.
13. The role requires attendance at meetings, which may include occasional evening sessions with community organisations or governance boards.
DBS Check Requirements
This role does not require a DBS check.


Desirable Requirements
Qualification
14. Educated to degree level or equivalent relevant experience in a related field (e.g. programme management, public administration, community development or similar
Experience
15. Experience working in a local authority or public‑sector environment
16. Experience supporting governance boards or programme steering groups.
Knowledge
17. Knowledge of capital funding processes.
18. Familiarity with subsidy control, grant conditions or public funding requirements.
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