
 

 

 

 
Manchester Climate Change Agency 

Programme & Finance Officer 
Grade 6, £26,511 - £29,577 

Reports to Deputy Director, Manchester Climate Change Agency 
 
Key Role Descriptors:   
The roleholder will provide high quality, customer focused, flexible and timely 
business support directly contributing to the achievement of objectives of a high 
quality service. 
 
The roleholder will define, lead and ensure that appropriate and effective business 
support initiatives are in place to support the delivery of high quality services. 
 
The roleholder will have lead accountability for the organising and performance 
management of business support activities which may include the management of 
staff, finances or physical resources. 
 
The roleholder may be required to provide high quality, professional, customer 
focused, flexible, timely and confidential secretarial support to senior management. 
 
Key Role Accountabilities:  
Lead accountability for adopting best practice in business support activities and in 
continuously improving the performance and customer service standards to meet 
and improve outcomes for the service in line with objectives and key performance 
indicators. 
 
Responsibility for undertaking service planning reviews aligned to the business plan 
objectives with lead accountability for the development, implementation and review 
of key business support processes and procedures which effectively support service 
needs.   
 
Analyse and interpret feedback and performance data and proactively develop 
recommendations for improvement in line with best practice in a way that supports 
service priorities and objectives. 
 
Accurately monitor customer care performance in line with key performance 
indicators, producing reports on current position providing recommendations for 
improvement and setting clear business and personal objectives. 
 
Contribute to the development and improvement of management information 
systems identifying areas for improved efficiency and added-value to support the 
service. 
 
Develop effective partnerships and collaborative working arrangements with other 
services to implement transformational change working and identify council wide 
improvements and cross-cutting initiatives to improve the value-added role of 
business support. 



 

 

 

Work collaboratively with colleagues and stakeholders to enhance the role of 
business support throughout the Manchester Climate Change Agency, providing 
cover and flexibility where required. 
 
Roles at this level may be required to undertake management duties, either through 
direct line management of a team (including appraisals, performance management 
and other duties) or through matrix management of a virtual team of officers. 
 
Personal commitment to continuous self development and service improvement.  
 
Through personal example, open commitment and clear action, ensure diversity is 
positively valued, resulting in equal access and treatment in employment, service 
delivery and communications.  
 
Where the roleholder is disabled every effort will be made to supply all 
necessary aids, adaptations or equipment to allow them to carry out all the 
duties of the role.  If, however, a certain task proves to be unachievable, job 
redesign will be given full consideration.   
 



 

 

 

Role Portfolio: 
Your chance to help shape our city’s future! 
 
This post provides to opportunity to be part of the Manchester Climate Change 
Agency team who are at the forefront of high profile activities to assist the city of 
Manchester in reaching its target of zero carbon emissions by 2038, through the 
delivery of the Manchester Climate Change Framework. 
 
The Programme & Finance Officer is essential to the smooth running of the day to 
day office related operations of the Agency, with the post holder working with support 
and direction from the Deputy Director to deliver the following activities: 
 
 1. Programme and financial management 

• Establish and operate the Agency-wide programme and financial 
management system, including ensuring ongoing and timely inputs from the 
Agency team 

• Produce regular Agency progress reports 

• Undertake day-to-day management of the Agency’s finances, including 
bookkeeping and regular financial reports 

 
2. Programme and financial management 

• Ensure Agency details are kept up-to-date with Companies House.  

• Ensure that the Agency management team have an up-to-date and ongoing 
understanding of all regulatory filing requirements and provide support to 
ensure filing is completed on time and in line with the relevant regulations. To 
include but not limited to corporation tax return, annual accounts, confirmation 
statement, and others as required for the Agency, which is currently operating 
as a Community Interest Company. 

 
3. Manchester Climate Change Partnership and Manchester Climate 

Change Agency meetings 

• Organise and administer meetings of the Partnership, the Agency Board of 
Directors, and any associated sub-groups. Including oversight of any third 
party secretary that may be appointed to deliver this role on your behalf. 

 
4. Agency policies 

• Ensure the Agency management team has an up-to-date and ongoing 
understanding of the insurance policy required for the Agency and provide 
support to ensure it is in place. 

• Help ensure the Agency has up-to-date policies and procedures, in line with 
the latest relevant legislation and best practice. 

 
5. Agency administration 

• Administer the Agency electronic filing system, email account subscription 
and inbox. 

• Organise and administer meetings of the Agency team. 
 
 



 

 

 

6. Ad hoc project management and funding bid management 

• Undertake ad hoc management of projects and funding bids, as required. 
 
Key Behaviours, Skills and Technical Requirements 

 

Our Manchester Behaviours  

• We are proud and passionate about Manchester 

• We take time to listen and understand  

• We ‘own it’ and we’re not afraid to try new things   

• We work together and trust each other 
 

Generic Skills 

 

• Well-organised: ability to coordinate the implementation of a complex, multi-
faceted work programme   

• Teamwork: ability to work as part of a team, made up of internal and external 
colleagues 

• Independent, self-starter: ability to work independently and initiate new 
activities, seeking advice and approval from management wherever needed 

• Project management: ability to plan and successfully deliver projects with a 
range of tasks, deadlines, and delivery partners  

• Good communication skills: high quality written, verbal and listening skills 

• Problem-solving: ability to think creatively, including with colleagues and 
partners, to solve challenging problems 

• Strategic thinking: ability to place issues in a wider context and think laterally 
about how to address them 

• Public speaking: ability to present clearly and concisely, including on complex 
topics  

• Externally-funded projects: experience of delivering projects funded by 
external funders and clients is desirable 

 

Technical Requirements (Role Specific)  

 
None 
 

 

 


