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Job Profile  														(Job ID 40092)
Job Title:

Connect to Work Finance and Quality Compliance Officer 	Grade:	6		Date created: June 2025
		 													Date Updated: October 2026
								
About the Job
To support the provision of a comprehensive financial service, including support of budget preparation and monitoring of Connect to Work financial systems. To ensure that financial management, accounting and budgetary control/reporting arrangements required by GCC and DWP are working effectively and to assist in providing a financial service to Budget Managers and Budget Holders.
To provide assurance that DWP quarterly claims are made in accordance with guidance and the validation of payments to participants and providers.
To coordinate the collection, validation, management and reporting of Connect to Work programme data, ensuring compliance with DWP reporting requirements and supporting programme performance management.
To act as a lead administrator for the Connect to Work CRM system, maintaining data integrity, supporting users and responding to system queries and issues.
To assist with the quality assurance of the Connect to Work programme

This is what we need you to do
· Support the monitoring of budgets and validation of payments, in accordance with corporate policy and standards and DWP guidance 
· Assist in ensuring that sound financial planning, effective allocation/use of resources and budgetary control systems are in place and comply with corporate policy and standards
· Programme support to Budget Holders, Finance Officers and Finance Business Partners to ensure the financial propriety of the Connect to Work programme. 
· Assist with various tasks/projects of a financial nature, which may involve validation and completion of quarterly claims, payment of invoices, etc
· Assist with various tasks/projects of a financial nature, which include regular management information and data summaries for senior managers and programme leads to support decision making and performance analysis.
· To assist in the quality monitoring of the programme contributing to fidelity model checks on documents, policies and procedures
· Act as the first point of contact for Connect to Work CRM users, providing first-line support, administering and maintaining the CRM system, including user access, data quality monitoring, and resolving, escalating or supporting system improvements as appropriate.
· Collect, validate, maintain and report on programme data, ensuring accuracy, completeness and compliance with DWP and GCC requirements, including the timely completion and submission of DWP data uploads, returns and reporting requirements.
· To contribute to the success of the Connect to Work programme and to carry out other duties and responsibilities which may be required by the Management Team, which may include:
· Contract advice and database administration
· Advice on the payment, shopping and debtor process


Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the Council reserves its right to amend or add to the accountabilities listed above.

	The ideal candidate will have... 

Experience
· Experience of a customer focused environment
· Some relevant experience of financial issues
· Using computerised financial systems and spreadsheets
· Presenting results in an appropriate format
· Experience of validation against complex procedures and guidance


Knowledge, Skills and Understanding
· An understanding of supported employment fidelity models or employment support
· Good written / oral communication skills
· Accounting and budgeting 
· Ability to explain financial information
· Ability to communicate and discuss financial issues
· Manage own workload and meeting deadlines
· Managing competing priorities
· Clearly present information
· Microsoft office systems, particularly Excel and Word

	

Behavioural attributes
· Aligns with Gloucestershire Employee Values and behaviours which are available on our website 
· Our values are Accountability, Integrity, Empowerment, Respect and Excellence
· Strong customer focus
· Commitment to the delivery of high-quality services and continuous business improvement
· Solutions focussed approach
· Self-generated motivation and initiative
· Ability to work under pressure and to deadlines
· Good verbal and written communication skills and the ability to work within a multi-disciplinary team


Education & Qualifications
Essential
· NVQ level 3 or equivalent by experience







	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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