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Job Description

Job Title:

European Regional Development Fund (ERDF) 

                                               Inspiring Women Programme Administrator
Main Purpose of Job:  
Support Project Delivery Manager and team to enable the successful delivery of the contract
Relationships:

Reporting to ERDF Project Delivery Manager
Salary:


£24,000 per annum

Contract: 


35 hours per week. 1 year Fixed Term 

Based at:


Enfield Business Centre

Key Role and Responsibilities:
· Support the Project Delivery Manager (PDM), project delivery team and clients on the ERDF Inspiring Women programme;
· Maintain project systems and procedures, both manual and electronic; helping to develop and apply written project guidelines, as instructed by the PDM;
· Provide guidance to the team on the correct operation of project systems and procedures;
· Set up and maintain all required project records (hard copy and electronic filing);
· Liaise with project team, business advisers, clients and partners to support project activities and achieve targets, providing appropriate support, as instructed by the PDM;
· Provide workshop-seminar administration and support, when required including preparation, on-the-day, and follow-up activities, as instructed by the PDM;
· Support client acquisition activities including marketing, events, client registration and relationship building, liaising with the Marketing Manager and others, as instructed by the PDM;
· Support ongoing CRM (customer relationship management), in particular to help secure evidence of Outputs and Outcomes from clients, and assure customer satisfaction, as instructed by the PDM;
· Coordinate project meetings and the production and distribution of agendas and minutes/notifications;
· Maintain and monitor performance data and produce up-to-date reporting for PDM as required;
· Support PDM in project planning, updating, change and risk management activities, as needed; 

· Support preparation and maintain Outputs/Outcomes claims for contracted project;
· Provide initial checks in line with ERDF audit requirements;
· Provide support for audits, on-going evaluation reports and feedback;
· Support PDM in any recruitment/procurement activities required for project delivery;
· Liaise with project partners and funding bodies as needed, under supervision of PDM;
· Adhere to all Enterprise Enfield policies/procedures for health and safety, quality management, and equalities; 

· Adhere to procedures for proper use and care of equipment/materials under responsibility;
· Work as part of the Enterprise Enfield staff team; 
· Pursue personal development of skills/knowledge necessary to perform the role effectively;
· Any other duties not specified here that are needed as part of the role.
Person Specification – ERDF Inspiring Women Project Administrator


	Requirement:     E = Essential     D = Desirable 

Assessment via:     A = Application     I = Interview   T=Test  
	E or

D
	A &/or

I, T

	Experience & Qualifications
	
	

	GCSE grade C and above in English and Mathematics
	E
	A

	Experience of providing project administrative support, including project delivery procedures, producing accurate reports, maintaining project records
	D
	AI

	Strong eye for detail and high level of accuracy in work produced
	E
	AT

	Experience of supporting project events such as team meetings, promotions, training and workshops – helping to prepare presentations and event information for groups and individuals
	D
	AI

	Communications and liaison with project team members, partners, and suppliers in multidisciplinary teams
	D
	AI

	High level of IT literacy (competence in MS Office – Word, PowerPoint, Outlook, et al.). Excel is required at an advanced level 
	E
	AT

	Recognised qualifications in any field relevant to the above criteria
	D
	AI

	Knowledge
	
	

	Interested in economic development and small business development, and the role of support agencies
	D
	AI

	Good appreciation of diversity issues within public sector programme delivery
	E
	I

	Knowledge of ERDF project support role, in particular rigorous administrative and reporting requirements  
	D
	AI

	Understands the purpose and use of project record-keeping systems (hard and soft filing, databases, etc)
	E
	I

	Skills & Competencies
	
	

	Administrator – demonstrates a strong grasp of administration, with a track record in project support
	E
	AI

	Works to instruction and using own initiative, providing reliable support to the PDM
	E
	AI

	Achieving Results – accepts responsibility, delivers high quality work to achieve own and team objectives
	E
	AI

	Customer Focus – dedication and care in customer activities, helps improve services to customers
	E
	AI

	Team Working – works reliably and responsibly with internal and external colleagues
	E
	AI

	Effective Communication – communicates effectively, adapting style to audience
	E
	AI

	Planning and Organising – excellent organiser, manages activities in a logical and consistent manner
	E
	AI

	Time Management – works to and meets deadlines
	E
	AI

	Personal
	
	

	Willingness and ability to travel in Enfield and potentially other London Boroughs on programme business
	E
	I

	Willingness to work flexibly and potentially outside of normal working hours
	E
	I

	Commitment to successfully deliver projects and programmes in a partnership context
	E
	I
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