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	Job Title:

Business & Programmes Manager
	Salary: 
 £38 - 44K pa

	Working hours:

The post is Full Time, and initially available for a period of 2 years.
	Location:
London

	Accountable to:
Chief Executive
	Section: Head Office


	Main Purpose of Job: 

To use strong interpersonal skills with equally strong administrative skills, to manage the secretariat and financial administration of the organisation.  To be responsible for output reporting, financial and other aspects of contractual compliance for specified projects – in particular EU funded projects.  To seek further funding and grant opportunities. To lead in the preparation of tenders, contracts and funding applications. Working closely with colleagues in other areas of activity and liaise with them on a regular basis. To represent the ATCM at a senior level when required.


	Roles and responsibilities
Activities include word processing, creating and maintaining budgets, composing correspondence, dealing with telephone and email enquiries, creating and maintaining filing systems and databases as well as managing staff. 
Develop a good up-to-date working knowledge of EU funding requirements related to output reporting:
· Liaise with the ATCM cost centre and other staff to collate outputs on a monthly basis - ensure complete and timely submission and to follow up with any outstanding forms or partial information. 

· Review all current and future outputs to ensure they are completed correctly and ensure that all supporting documentation is in place to meet EU audit requirements. 

Financial 

· Develop a good up-to-date working knowledge of EU funding requirements related to financial claims. 

· In conjunction with other finance staff, ensure timely production of financial claims in line with EU audit requirements – including collation and checking of supporting timesheets; any necessary detailed itemisation and expenditure. 
· Identify and help secure new business and grant opportunities 

· In conjunction with other finance staff, produce and budget profiles as appropriate. 
· Oversee the bookkeeping and credit control function
General 

· Provide help, information & guidance on programmes for colleagues and members

· Ensure that all forms and supporting documentation are retained and accessible for the specified period beyond the contract end date. 
· Oversee company administration
· Develop and maintain good working relationships with relevant staff to ensure that requirements are understood fully and timely resolution of queries. 

· Produce summary information for internal use and review. 

Other European Projects 

· Assist with identifying other EU and other funding opportunities


	Resources Managed

Budgets: Office, Staff, Projects, Activity and Events
Staff: Office staff, temp staff and interns

Other: IT equipment
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