
Procure Plus Consultancy Brief
	Brief:
	ERDF contract management process development
	Date:
	January 2019

	Reporting line:
	Sustainability and Growth
	Department:
	Operations

	Resource requirement:
	2 days per week (estimated 26 days)
	Contract duration:
	4 months starting in February 2019

	Location: 
	Office based and working remotely. 10 days minimum in Procure Plus’ offices. Attendance at meetings in Delivery Partner offices (GM) also a requirement.
	Expenses: 
	Quotations for this service provision should be inclusive of all disbursements, including travel expenses.


	Consultancy requirement

	The successful consultant will develop and implement robust ERDF compliant systems and processes (including for the oversight and processing of delivery partner claims) for the Homes As Energy Systems project (the Project) and liaise with the wider Procure Plus team to put in place systems, processes and guidance that will; 
· ensure all funding, partnership and supplier contracts are managed in accordance with those systems and processes
· support the financial and performance management of the Project
· maintain required evidence trails accompany all revnue and capital expenditure claims 
· enable robust verification of output and results evidence to be undertaken
· allow for accurate and timely submission of claims, thus ensuring effective recovery of expenditure and a high degree of compliance with funders’ contractual requirements
· ensure the Project is managed and publicised in accordance with ERDF regulations and contractual conditions
· deliver documentary audit trails to facilitate swift and succsefull future audit processes
· allow a full time Project Manager to pick up, implement and ‘own’ in line with ERDF requirements 


	Key responsibilities

	· Design, develop and implement robust contract management / data handling systems (including financial, output, risk management, claims, performance reporting and state aid compliance) which are fully compliant with ERDF and UK funding requirements and also meet internal Procure Plus performance management and reporting requirements

· Engage with project Delivery Partners and Procure Plus colleagues and provide training on aspects of contract management, claims and compliance to achieve the correct balance between risk and reward, to maximise the recovery of costs and minimise the risk of irregularities and financial claw-back
· Develop project documentation (ensuring consistency across Delivery Partners where possible) achieving compliance with funder evidence requirements

· Provide a suite of support, guidance and training documentation to enable a future Project Manager to follow, implement and adapt procuedures and processes maintinaing compliance with ERDF requirements



	Consultant knowledge, skills and experience

	Essential skills
· Highly numerate with good attention to detail and the ability to understand, manipulate and articulate complex numerical data, concepts and relationships

· Ability to work effectively with others to meet contract and business objectives

· Confidence and ability to deal effectively with financial/accounting information, audit processes and associated systems 

· Ability to work effectively with others to meet deadlines
· Ability to understand and manipulate complex data sets with a high level of accuracy

· Ability to work with complex data sets to produce information with a high degree of accuracy to tight deadlines and the ability to communicate difficult issues effectively and thus build strong, positive relationships across project teams  
· Excellent interpersonal communication skills, both verbally and in writing
· Excellent organisation and prioritisation skills
Experience
· ESSENTIAL: Must have experience of contract / project management in a relevant private or public sector role, commercial organisation, government / public body, NGO or a consultancy with experience of managing ERDF funded contracts
· ESSENTIAL: Must have experience of developing and implementing ERDF compliant systems and processes encompassing all areas of a project covered by ERDF gudinace documentation (e.g. document retention, branding and publicity, evidencing revenue and capital spending claims)
· Experience of relationship building and management across complex structures
· Management of multi-disciplined teams
Knowledge

· A thorough knowledge of contract management methodologies
· A thorough knowledge of ERDF contract management systems / processes
· Knowledge of ERDF and other public funding contract management, audit and compliance requirements and systems / processes
Personal Style

· Ability to develop and manage productive working relationships with colleagues, stakeholders, funders and suppliers

· Confidence and ability to deal effectively with contract issues including under performance

· Strong interpersonal and communication skills, both verbally and in writing

· Ability to manage time and priorities effectively to enable objectives to be consistently met
· Ability to understand, demonstrate and apply Procure Plus values: Make a positive difference, stronger together, empower people, do the right thing, build on success.

	CONTEXT

	The role has responsibility to put in place systems and process that will enable a Project Manager to manage an ERDF funding contract, maintaining compliance with the eligiblitiy, evidence and document retentation requirements that ERDF projects have. The project involves multiple Delivery Partners and match funding streams. The role requires a broad mix of skills, in particular, the ability to manipulate and analyse complex data to develop project management systems and tools to ensure compliance with ERDF requirements relating to systems and operating practices thus avoiding financial and reputational damage within a highly regulated and audited environment.
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This operation is part-funded by European Regional Development Funds through the 2014-2020 England Operational Programme. 
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