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Job Specification
Position:

Contracts and Compliance Manager  
Responsible to:

Head of Advice Services
Length of Contract:
2 months
Job Description and Purpose of the Job

Toynbee Hall is a charity where people come for excellent local services and where they can share ideas and experience, gather information and knowledge that we use together to take action to change lives and eradicate poverty. Our programmes include free advice services, financial inclusion services, wellbeing services, including work with older people and community learning services supporting young people and new migrants. 

This role will support the Head of Advice Services to ensure Toynbee Hall’s debt, money and advice service delivery is effectively translated into operating models and plans for each key area of activity (debt advice; legal advice, welfare and generalist advice services) in order to meet funder requirements and Toynbee Hall’s aims and objectives.   
The post holder will focus on managing sub-contracts and leading on contracts and grants performance management and compliance requirements. 

Main Duties and Responsibilities

Contract Management 
· Ensure Toynbee Hall is fully compliant with the terms of agreement with funders 

· Provide data, information and reports to the Head of  Advice Services and jointly review services and partner organisations performance

· Draft and review advice services contracts and grant agreements. 

· Verify, collate and report performance figures to funders, including carrying our regular performance monitoring reviews with partner organisations
· In collaboration with service managers and support from the research and evaluation team prepare contractual management, monthly and quarterly quantitative and qualitative reports for funders around performance and service progress, providing trends and risk analysis and identifying opportunities for continuous improvement 

· Ensure service delivery compliance is adhered to through the implementation of robust reporting procedures
· Ensure Toynbee Hall advice services are complying with policies, procedures and quality standards.
· Change management and effective stakeholder engagement
· Ensure Toynbee Hall is meeting terms of contract with all its funders including the Money Advice Service, the City of London Corporation, Macmillan, the London Borough of Tower Hamlets, and other relevant Debt, Money Advice Services contracts and agreements

· Meet regularly with Head of Advice Services to review performance and advise on any action to be taken 

· Maintain up-to-date risk register 
· Work with the Tower Hamlets Community Manager, the City & East London Advice & Wellbeing Manager and the Head of Services to ensure reports to funders are accurate and submitted on time.
· Ensure that all appropriate records are being kept, in line with required standards 

· Ensure all claims are submitted in a timely manner for Advice Services contracts and agreements
· Effective project management of the Advice Pro and Key 2 case management systems, including managing work streams and relationships with system developers.
· Ensure complaints email account and complaints log are monitored and updated regularly.

Sub-Agreement Management 
· Ensure all partner organisations are meeting terms of agreement with Toynbee Hall

· Ensure and verify that all appropriate records are being kept, in line with required service standards 

· Conduct project review meetings with partner organisations to ensure performance is on track and to discuss performance including any issues or new ideas.
· Take immediate and effective remedial action where performance falls below agreed levels 
· Manage the allocation of funds to existing and new partners in order to ensure that the overall targets are being met, re-allocating where appropriate 

· Negotiate contracts with new partners to ensure all Toynbee Hall’s contractual obligations are met, including ensuring appropriate cover of high areas of need in London 

Financial Management (Money Advice Service Agreement) 
· With the support of the Accountant and Finance Officer, ensure all claims to funders are accurate and made in a timely manner

· With support of the Accountant and Finance Officer, ensure accurate claims for payment are made on time from sub-contractors, to ensure their payment is in lines with the terms of the sub-agreement
· Monitor and manage programme payment schedule
· Create participant related financial methodologies
Managing People
· Management of advice team data integrity, reporting compliance and work streams
· Ensure that Toynbee Hall’s HR procedures are fully implemented

· Ensure that appropriate training and development opportunities are identified to support staff to meet their objectives and develop their skills and competencies

· Ensure that the development of existing or new projects includes appropriate reference to the recruitment / use of interns and volunteers

· Ensure the effective use of interns, volunteers and Residential Volunteers where appropriate within projects, with the support of the Volunteering Manager

Managing Yourself

· Work to an agreed work-plan meeting targets and milestones
· Prioritise and manage your own workload

· Take responsibility for your personal development and seek out opportunities for support and development

General
· Travel across London as required, and occasionally the UK. 
· Ensure that all services comply with equal opportunities and other relevant policies and quality standards and good practice

Person Specification

	Requirement
	Essential
	Desirable

	Education / Training
	
	Educated to degree level.


	Experience


	Experience of managing projects

Experience of performance management

Experience of change management

Experience of service and financial data inputting, reporting and analysis

Experience of successful contract management 
Experience of negotiating contracts

Experience of managing budgets effectively including setting in place effective systems 

Experience of risk management 

Experience of developing and managing partnerships including relationships with partners, funders, peers and colleagues

Monitoring and evaluation of project performance
Experience of financial and output performance monitoring

	Project Management qualification e.g. PRINCE 2, Agile etc
Business development experience



	Skills


	Excellent communication and negotiation skills
Strong organisational skills and the ability to manage projects simultaneously
Influencing skills to ensure achievement of agreed objectives

Ability to think logically and find solutions to contractual problems

High standard of numeracy, with ability to understand and analyse complex financial and other numerical information 

Ability to set and monitor clear standards of performance 

Excellent written and verbal communication skills for a range of audiences.

Excellent IT skills, particularly Excel 


	Delivery of training


	Knowledge, understanding & awareness

	Understanding of the implications and risks of running a payment-by-results contracts and grants
	

	Personal attributes


	Highly motivated and enthusiastic approach to work

Strong commitment to diversity and equality


	


Training

Toynbee Hall will provide all necessary training and will encourage and where possible support the upgrading of appropriate skills and qualifications. 

Volunteers

Volunteers are at the heart of Toynbee Hall’s work .The organisation is committed to involving volunteers in its continuous development and to offering volunteers the best of experiences. All Toynbee Hall staff members will be expected to support the volunteering ethos and to work alongside the volunteer team to promote and facilitate the involvement of volunteers wherever appropriate.

Location and Working Hours

This post is office based at 28 Commercial Street, London E1 6LS. Working hours will be 35 hours per week over 5 days, plus 1 hour for lunch each day. 
