
 

 

 

Manchester City Council 

Role Profile 
 
 

Job Title: Programme Support Officer  
Grade: 5  
Seconded to: Manchester Climate Change Agency 
Reports to: Programme & Partnership Manager – Community Engagement 

Contract duration: Time limited role until 31 August 2025 
 
 

YOUR CHANCE TO BUILD A COMMUNITY CLIMATE MOVEMENT IN OUR CITY 
 
Manchester has committed to ‘play its full part in limiting the impacts of climate change 
and create a healthy, green, socially just city where everyone can thrive.’  

Its vision is for a green city with walkable neighbourhoods, clean air, good jobs in 
successful businesses, warm homes and affordable energy, safe cycling routes and a 
public transport system that works for everyone.  

Manchester Climate Change Agency (MCCA) is a not-for-profit community interest 
company (reg no 9761661) that provides independent advice and guidance to the city on 
its climate change policies and delivers programmes that support the city to achieve its 
climate goals.  

The Agency’s ‘In Our Nature’ programme is a £3.5m community climate programme, a 
flagship of the National Lottery’s Climate Action Fund, involving multiple delivery partners 
with the aim to engage, empower and enable Manchester’s residents and communities to 
reduce their carbon footprints and build resilience to climate change.  

This role will support the In Our Nature programme. 

 
 
Key Role Descriptors:  
 
The role holder will play a key support role in the management and co-ordination of climate 
programmes for and on behalf of the Agency in support of the Manchester Climate 
Change Framework and Our Manchester Strategy. 
 
As part of multi-functional project development team support the development of bids in 
support of our strategic and sustainable economic growth objectives. 
 
Provide advice and support to MCCA colleagues, Council directorates, members of the 
Manchester Climate Change Partnership and other city stakeholders in relation to external 
funding opportunities to support strategic objectives. 
 
Play a key support role in maintaining the Agency’s Accountable Body role for external 
grant regimes as required by the relevant funding providers and the Agency’s budgetary 
and management processes.  
 



 

 

Provide project and programme management support to other members of the Agency’s 
team and programme delivery partners and provide a programme management service 
that establishes effective programme management systems and audit ready processes, 
ensuring the effective management of grant funding and the monitoring and evaluation of 
performance on outcomes from externally funded initiatives.  
 

Key Role Accountabilities:  
 
 
Project and Programme Management 
  
Provide advice and support in respect of funding to services and external partners 
including specialist and technical support in terms of international and UK grant funding 
directives, legislation and audit rules to stakeholders.  
 
Assist with the appraisal of project proposals in line with grant funding criteria and strategic 
objectives, performance targets and value for money  
 
Undertake regular monitoring of expenditure, physical outputs and report upon the overall 
performance of schemes identified by the Community Engagement Programme and 
Partnership Manager  
 
Liaise with and support members of the Agency’s team and programme delivery partners to 
ensure that individual projects deliver financial and output performance in accordance with 
agreed targets. 
 
Maintain accurate project and programme management systems to ensure compliance with 
the requirements of the Agency’s policies and regulations, along with programme guidance 
issued by grant funding and regulatory bodies. 
 
Monitor and evaluate project performance through monitoring visits and claims procedures 
including use of Agency systems. 
 
Assist the Community Engagement Programme and Partnership Manager with the 
coordination of project and programme audits through liaison between  programme delivery 
partners. 
 

Partnership and Relationship Working 

 
Correspond effectively, both verbally and in written form, with programme delivery partners, 
and representatives of external organisations on issues relating to external funding and 
programme management. 
 
Organise and attend meetings inside and outside the Agency, including meetings with key 
stakeholders and support other team members in ensuring that the Agency’s views, policies, 
procedures and strategies with regards external funding are effectively communicated. 
 

 
 
 



 

 

Personal 
 
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 role holder 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. 



 

 

Programme Support Officer – Key Competencies 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 

 

• Communication Skills: Ability to communicate clearly, concisely, accurately and in 
ways that promote understanding. Good literacy and numeracy skills to undertake 
calculations and produce letters and other documentation. 

• Analytical Skills: Able and confident to resolve moderately complicated queries in 
their area of knowledge using logical thinking to explain reasoning behind decisions 
or actions taken. 

• Planning and Organising: Demonstrate the ability to organize multiple tasks in the 
most effective way, and allocate time and energy according to task complexity and 
priority. 

• Project Management: A clear understanding of the fundamental project 
management, change management principles, processes and procedures within a 
project environment of a large complex organisation. Contributes to the project or 
programme planning process providing required information in a timely manner and 
identifies emerging risks to the project or programme and reports these 
appropriately.   

• Problem Solving and Decision Making: Is able to make effective decisions on a 
day-to-day basis, taking ownership of decisions, demonstrating sound judgement in 
escalating issues where necessary. Be logical in their thinking and explain 
reasoning behind decisions or actions taken. 

• Strategic Thinking: Understands the importance of organisational strategy and 
how they contribute to it. 

• ICT Skills: Skills to use ICT systems to obtain and analyse data and present it 
effectively through a variety of ICT channels. 

• Research and Intelligence: Ability to research information from a variety of 
different sources and present in a variety of formats. 

• Financial Management: Numeracy and accuracy skills to handle numbers 
confidently, collate information and keep accurate and reliable records to help with 
the monitoring and reviewing of financial resources. Ability to present complex 
financial information clearly both verbally and in writing to support organisational 
decision-making. 

 

Technical Skills (Role Specific) 

 

• Relevant qualification or equivalent experience in a topic related to climate change. 

• Knowledge and understanding of the Manchester Climate Change Framework and 
Our Manchester Strategy. 



 

 

• Knowledge of and contribution to recent funding initiatives in local government, 
NGO’s or business and an understanding of the national agenda on matters related 
to a range of urban policy areas including smart cities, energy, environment and 
climate change.  

• Evidence of the ability to implement programme and project management systems 
associated with funding programmes and projects locally, nationally and 
internationally. 

● Knowledge of funding sources from a range of funding bodies – local, national, 
regional, sub-regional and internationally. 

● Willingness to undertake occasional off site and out of normal office hours working 
● Evidence of ability to work in partnership with other organisations to deliver 

common goals. 

  



 

 

Role Portfolio Programme Support Officer 
 

1. Partnership Management and Delivery 

• Support successful programme governance and partner delivery through co-
ordination of the activities and administration of the Agency’s community 
engagement delivery partnership.  

• Build and maintain relationships across partner organisations and be a key point of 
contact within the delivery partnership.  

• Support the identification and realisation of new opportunities and funding to help 
Manchester’s residents and communities to play their full part in tackling the 
climate crisis.  

 

2. Financial Management 

• Support the management of programme finances for the Agency’s community 
engagement activities, in line with wider Agency financial systems, ensuring 
ongoing and timely inputs from the Agency team and external partners where 
relevant.  

• Support the production and monitoring of annual budgets, financial reports and 
processing invoices. 

 

3. Staff and Resource Management 

• Support the effective management of Agency resources and efforts to increase 
Agency capacity for community engagement activity, maximising value for money 
and increasing impact. 

• Contribute to building the Agency’s positive working culture, as aligned to the Our 
Manchester behaviours.  

• Support senior management team to deliver the Agency’s and MCCP’s strategic 
objectives and business plans. 

 

4. Compliance 

• Support efforts to ensure the Agency’s community engagement activities have 
systems in place to manage compliance with the requirements of funders and the 
Agency’s status as a Community Interest Company. 

 

5. Policies, Procedures and Operations 

• Support the implementation of policies and procedures.  

• Support the smooth day-to-day running of community engagement activities, 
including working space arrangements and IT systems and equipment. 

• Support oversight of communications.  


