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Join our team.   

Context 

The Women Organisation is a social enterprise that has for over a quarter of a century been driving the transformation of the business support eco system, to effectively support women who are starting and growing their own businesses in the Northwest of England, wider UK and across the globe. We are continually developing an innovative portfolio of professional business advice, learning, seminars, workshops, accredited training, incubation, and consultancy services to help our clients meet their business ambitions in a rapidly changing world.

Our people are our greatest asset. We are expanding our diverse team of creative, ambitious, and talented people with a range of skills, knowledge, and aptitude to meet our client’s needs, both culturally and commercially. Come and join a social business on to mission to build to more diverse, inclusive, and sustainable economy and world.    

Job Description 

Job Title: Partner Support Officer
Reporting to: Operations Director    
          

Salary Scale: £22,000 to £26,000 (dependent on experience)

Is this you? 

· Can you produce accurate work to deadlines, supporting existing and new partners deliver their projects in a compliant way?

· Do you know your stuff and how to share it so others can understand stuff too?

· Can you support partner team members to be confident and capable to meet their project objectives?
· Are you able to communicate effectively, verbally and through your written work, with stakeholders at all levels?

If the answer is yes, we may be a match. 

The ideal candidate will be able to demonstrate great communication skills , excellent IT , organisational , administration skills and attention to detail. We are looking a new team member who can work in a positive and constructive way with partner team members, project clients and key stakeholders at all levels, and bring a well-developed understanding of audit, compliance, supplier and partnership liaison. 
You will be the key contact for multiple partners across a range of projects undertaking monthly audit and partner checks, particularly in relation to ESIF (European Structural and Investment Funds) and other funded Programmes; compliance support and assist capacity building support for individual partners and consortiums. 

You will be to work with partners to review project delivery quality and assist sharing of good practice across partnerships and added value for clients. Ensuring the partnership is delivering to meet both the client and the commissioner’s needs.

Reporting regularly on partner and project performance to the Partner Co-Ordinator via regular reports and internal project meetings to enable effective partner and project management; partner performance in relation activity and claims in line with their projected profile.

Key Aspects
Undertake monthly audits and partner checks, particularly in relation to ESIF (European Structural      and Investment Funds) and other funded programmes including:

· Preparing and collating information to present for funding claims.

· Constructively feeding back to partners on claim issues; missing data / evidence and offering support and guidance 

· Upload and submit claim via funders online portal and responding to queries as needed.

· Planning, checking and responding to funders audit requirements including desk checks on specific audits by external funders. 

· Review, update and follow up Programme Management Tools after each claim period.

Reporting regularly on partner and project performance to the Partner Co-ordinator to enable effective partner and project management; particularly in regards to the overview of partner claims in line with their projected profile reporting issues timely to the Partner Co-ordinator. 

Undertake drafting, reporting and analysis of information to support project reporting, initial project design and potential delivery approaches.  

Undertake information/project information analysis as agreed with the SMT and Partner Co-ordinators to assist with project reports and evaluations. 

Contribute to effective project and information management including reviewing and disseminating internally and externally updates to any funding guidance. 

Support implementation of projects, services, or initiative through timely and relevant information analysis, in accordance with the agreed priorities of the SMT Team.  

Support ongoing project compliance and management including assistance with close down processes. 

Organise meetings or events and assist in the diary management requirements of individuals relating to the portfolio of work.

Propose changes to own projects, services, or initiatives, informing policy and making recommendations for more effective delivery.

Contribute to the review and development of existing project information management systems and contribute to the development of an integrated approach to project management.

Where necessary support the marketing of projects with content identification; newsletter creation and social media posts. 

To work in a flexible manner and as part of a team including evening and weekends as needed.

Personnel Specification
A Good Fit 

We are a looking for a team member who shares our values, is technically proficient and experienced but also has the ambition to grow and develop with us on our journey.   

· Audit / monitoring or compliance experience is desirable especially for European Structural and Investment Funds. 

· Experienced in maintaining accurate records.

· Well developed IT skills 
· Attention to detail with analytical mindset and good problem-solving skills. 

· Self-motivated with the ability to manage work aligned to multiple priorities in a fast-paced environment. 

· Commitment to, and delivery of, effective working practices as part of a cohesive team for the benefit of the partners and their success.
· Constructively and sensitively challenging in approach.
· Contributing to the continuous improvement of our services sharing best practice, knowledge, skills, and ideas internally and externally.
· Committed to diversity and equality of opportunities with a knowledge and understanding of the barriers faced by different communities, groups, and SMEs, aspiring to grow their business, and a commitment to helping them address and overcome those barriers.
We are an equal opportunity employer and value diversity in all areas of our businesses. 

This role is part funded by European Social Investment Funds
Our Values 

WE ARE ACCESSIBLE

We are here for all women – whatever their story – and we can appreciate the most complex of challenges. We celebrate diversity in every context, and are committed to helping women achieve their potential, no matter what their background or goals.

WE ARE CREATIVE

We continually evaluate and improve our own practices to respond to women’s needs. Whether we are tackling complex issues or more common universal ones, we employ innovation and imagination. If there is no obvious existing solution, we work and think creatively to find a new one.

WE ARE LEADERS

Pioneering new ideas, resources, programmes and connections makes us more effective. That’s why we are constantly pushing against the status quo and acting as a bold and forward-thinking voice that brings people together.

WE ARE CHANGE-MAKERS

We are absolutely committed to helping all women, and our focus is always on practical, positive outcomes. In other words, we get results. Whether we’re helping new businesses grow and thrive, inspiring improvements in legislation, or raising social awareness, our success lies in having a real and meaningful impact on individual women’s lives.

WE ARE COLLABORATORS

We foster co-operation between individuals and organisations, from the grassroots to the highest level of government, bringing credibility, professionalism, and enthusiasm to every partnership we undertake.
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