Job Description





	Job Title:    Project Support & Compliance Officer (Community Partnerships)
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	Department: 
	Community Protection

	Service:
	Community Partnerships 

	Grade:  G
	

	

	1 Job Purpose
Responsible for day-to-day and operational matters pertaining to the specific Community Partnerships-led projects (i.e. Vulnerable Persons Resettlement Scheme (VPRS)/ United Kingdom Resettlement Scheme (UKRS)/ Afghan Relocation Assistance Policy (ARAP). Afghan Citizen Resettlement Scheme (ACRS) Asylum Dispersal Scheme, and Community Sponsorship Schemes, etc) 

· Leading on day-to-day operations of specific Community Partnerships-led projects within given tolerances.
· Supporting Project Manager(s) to ensure compliance with all Nottingham City Council (Accountable Body) administrative and financial procedures
· Supporting documentation and administration of projects to maintain compliance with all funding and governance requirements, including the General Data Protection Regulation (GDPR)
· Support day-to-day management of Community Partnerships-led projects (i.e. Vulnerable Persons Resettlement Scheme (VPRS)/ United Kingdom Resettlement Scheme (UKRS)/ Asylum Accommodation and Support Services Contract (AASC), etc) against tolerance of time, cost, quality, risk and benefit


	

	2 Principal duties and responsibilities

	

1. On all schemes (but not limited to) including VPRS/UKRS. ARAP, ACRS, ARP, Sponsorship Schemes and Asylum Dispersal provide all required financial, output, progress, and performance reporting to the Project Manager(s) and other stakeholders, on time and accurately, ensuring that all outputs and impacts that are reported comply with evidence requirements against tolerance of time, cost, quality, risk and benefit projects within the Service, ensuring compliance with all external and Nottingham City Council regulation and guidelines including.

2. Plan, schedule, submit, track and progress chase funding claims, programme monitoring, and any other data returns required by the Home Office or other external stakeholders/partners, utilising established processes and tools (e.g. Move It portal, encryption tools, etc). Responsible for the tracking and monitoring all the external Home Office funding for multiple Resettlement schemes (claims, payments, top up rents, paying grants, and NHS funding, internal transfers, budgets, salary recharges, delta claims and payments).

3. Create, administer and maintain systems, databases and tools, documentation, and monitoring methodologies, including detailed financial/ budgetary record-keeping to facilitate reconciliation of income/ expenditure.  

4. Ensure that all project tools, correspondence, financial claims, output evidence and other data are stored in an effective and compliant way such that items can be easily accessed and retrieved for audit purposes

5. Carry out procurement duties using established processes and services; including raising and receipting of purchase orders, invoicing and record-keeping.

6. Co-ordinate administrative and logistical elements of arrivals/ transfers of the above Resettlement Schemes to Nottingham and to partner local authorities, including sourcing and preparation of accommodation, transportation, education, healthcare, funding claims or transfers, raising of requisitions, procurement requests and purchase orders, supervising invoicing and payments, and briefing of all relevant delivery partners.

7. Review and vet procured asylum postcode property requests from the Home Office contracted provider on a quarterly basis and track properties contained in the pipeline, qualified pipeline, and predicted date of operation. 

8. Supporting the Project Managers to provide timely operational reports, briefings, presentations, plans, and other products as required including performance, financials, outputs and risks/ benefits.

9. Act as the day-to-day interface with all delivery partners (including Nottingham City Council departments, external delivery partners, and other stakeholders) as necessary, routing, answering, and resolving a majority of correspondence/ queries without reference to supervisors.

10. To liaise with landlords around their responsibilities, repairs, maintenance and disputes, to ensure compliance with statutory responsibilities. To have regard to the legislative compliance of accommodation, to raise concerns with appropriate agencies as needed, for example Safer Housing, Environmental Health and to formally challenge poor practice by landlords as well as providing them with information and guidance on good practice and tenancy management.  

11. To develop, maintain and apply up-to-date knowledge and expertise of refugee resettlement schemes regarding policy, legislation and procedures both on a national and local level and provide information and briefing as required.  


12. To ensure all activities undertaken are conducted in accordance with departmental systems and requirements, and are properly and promptly recorded using relevant software, data and intelligence systems as appropriate.

13. Ensure the maintenance of confidentiality of all information and intelligence held by the Service in compliance with a range of legislation including GDPR.

14. To provide supervision, mentoring, training and support to the Assistant Compliance Officer to assist them with their role and ensure work is allocated and co-ordinated within the wider team.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality Scheme ‘Fair & Just’ and health and safety standards and to participate in training activities necessary to their post.  

It is a condition of employment that the post holder passes police vetting and any other checks as asked for by the Chief Constable or other partners.

	

4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 


	5 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6 Numbers and grades of any staff supervised by the post holder:  

	None

	

	7 Post holder’s immediate supervisor: 

	Mandy Pride

Prepared by/author: Mandy Pride
Date: April 2025

	Job title: Asylum and Refugee Resettlement Manager


	
Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.
------------------------------------------------------------------------------------------------------------------------------

I understand and accept the job duties and responsibilities contained in this job description.

								
Print Name: Mandy Pride 
[image: ]
Signature:								Date:  30/04/2025



Person Specification


	Job Title:     Project Support & Compliance Officer (Community Partnerships)
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	Department: 
	Community Protection

	Service:
	Community Partnerships

	Grade: 
	G

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical
	Experience of planning, scheduling, submitting, and progress chasing funding claims and data returns in respect of a large-scale project.
	
	
	
	
	

	
	Experience of planning, scheduling, and completing work within strict deadlines.
	
	
	
	
	

	
	Ability to undertake and apply office administration duties and methodologies, including adoption and application of good practice around workflows and systems.
	
	
	
	
	

	
	Understanding of procurement, invoicing, payments, financial record-keeping, budget forecasting and reconciliation of income/ expenditure.
	
	
	
	
	

	
	Understanding of the issues and approaches involved in administration and management of projects.
	
	
	
	
	

	
	Understanding of compliance with data protection legislation, financial regulations, processes, and systems.
	
	
	
	
	

	
	Ability to collate, organise, analyse and present quantitative and qualitative data in a variety of formats.
	
	
	
	
	

	IT Skills
	Well developed IT skills, particularly around systems and process design, data collation, storage, and retention, and clear presentation of information.
	
	
	
	
	

	
	Proficient in working knowledge and application of software packages, services and tools (e.g. Word, Excel, Outlook, Teams, Zoom etc.)
	
	
	
	
	

	Communication and Team Work 
	Broad experience of collaborating effectively and independently with partners, colleagues, contracted providers and other parties at various levels (internally and externally) via telephone, face to face, video conferencing, and in writing, including progress chasing and problem resolution where required.
	
	
	
	
	

	
	Experience of designing and producing management tools and information (e.g. reports presentations, briefings, and plans, etc.)
	
	
	
	
	

	
	Ability to work well within a project team, as part of a wider service, and to support broader objectives and agendas at both service and organisational levels.
	
	
	
	
	

	Work to promote Respect and Good Relations
	Knowledge and understanding of the City Council’s Equality and Diversity Policy and methods of achieving objectives.
	
	
	
	
	

	
	Sensitivity to a diverse range of service users and of responding to their different needs.
	
	
	
	
	

	Work Related Circumstances

	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	
	

	
	Willingness to work outside of office hours if required.
	
	
	
	
	

	
	Willing to undergo appropriate vetting appropriate to the role and its setting within Community Protection.
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Mandy Pride	Date: April 2025

	Job title:   Asylum and Refugee Resettlement Manager 

Person Spec

· Excellent knowledge of financial regulation
· Good knowledge of housing and Health and Safety legislation
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