
 
 
 
 
 

 

Job Description 

 

Job Title: ERDF Project Officer 

Department/Division/Faculty: Grantham Institute, Faculty of Natural Sciences 

Campus/Location: South Kensington Campus (with travel to offices at the Royal 
Institution) 

Job Family/Level:                            Professional Services Level 3b (Salary scales) 

Responsible to:              The Project Manager for the Centre for Climate Change Innovation 
project (CCCI) 

Line Management for:                   N/A 

Key Working Relationships 
(Internal): 

The CCCI Project Manager, the Principal Investigator, the CCCI team 
and contractors to the project. The Director of Operations at the 
Grantham Institute. The Senior Business Partner (Support Services 
Finance). 

Key Working Relationships 
(External): 

The Manager for the CCCI project at the European Programmes 
Management Unit 

Contract type:  Full time, fixed term until 31 August 2023 

Purpose of the Post 

The ERDF funded Centre of Climate Change Innovation (CCCI) is an exciting initiative of the Grantham 
Institute for Climate Change and the Environment, at Imperial College London, and the Royal Institution, 
to catalyse innovation of all forms that address the causes and effects of climate change. 

The centre will bring businesses, entrepreneurs, policy makers, academics and the public together 
around climate change innovation, creating a focus for London based innovators to implement global 
change through pioneering, practical solutions. It will provide an essential opportunity to harness the 
ingenuity, energy and support of people who are committed to tackling climate change and transforming 
the global economy. 

The post holder will lead on the compliance and budget management of a project that is part funded by 
the European Regional Development Fund (ERDF). To ensure the project’s operations, finances, outputs 
and outcomes are compliant with ERDF requirements, specification and operational standards. To ensure 
all finances acre properly reported, claimed, evidenced, invoiced and recorded. 
 
The project is receiving up to £1,980,456 of funding from the England European Regional Development 
Fund as part of the European Structural and Investment Funds Growth Programme 2014-2020. The 
Ministry of Housing, Communities and Local Government (and in London the intermediate body Greater 
London Authority) is the Managing Authority for European Regional Development Fund. Established by 
the European Union, the European Regional Development Fund helps local areas stimulate their 
economic development by investing in projects which will support innovation, businesses, create jobs and 
local community regenerations. For more information visit https://www.gov.uk/european-growth-funding.  
  

Key Responsibilities 
 
1. Support the delivery of the Centre for Climate Change Innovation project (CCCI - part funded by the 

ERDF), from contracting through to completion, closure and exit in conjunction with the Project 
Manager. This will include taking the lead in the identification, management and recording of: 

a. financial defrayment, monitoring and understanding of budget profiles 

https://www.imperial.ac.uk/human-resources/pay-and-pensions/salaries/
https://www.gov.uk/european-growth-funding
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b. outputs performance, to maintain value for money 
c. quality assurance and compliance through regular monitoring and audit of the CCCI team and 

sub-contractors 
d. the claims process to verify the validity, accuracy and eligibility claims paid 
e. milestones, risks and issues 

 
2. Work with the Project Manager to source, select and appoint consultants and contractors to carry out 

relevant work in accordance with relevant public procurement and Imperial College London 
procedures and ensure delivery within the allocated budget to time and quality. 
 

3. Support the Project Manager to ensure that the project delivers planned performance and outputs to 
time. Similarly ensure that budget commitments and quality specifications are met, by monitoring the 
activities of the CCCI team and our contractors. 

 
4. Identify and report on financial or compliance risks and issues as appropriate and lead on resolution 

of operational, contractual and performance issues as they arise and escalate to the Project Manager 
and Principal Investigator as appropriate. 

 
5. Hold responsibility for accurate budgeting, forecasting and compliance with Imperial’s approval 

processes and all financial and regulatory requirements. 
 

6. Collect, analyse and present accurate and timely performance data at least monthly in a format as 
agreed with the Project Manager, including the current and forecast status on assigned projects. 

 
7. Develop and maintain good relationships with the CCCI team, the administrative team of the 

Grantham Institute, relevant arms of central College financial administration and contractors. 
 
8. Establish and maintain good working relationships with the European Project Management Unit at the 

GLA. 
 
9. Prepare accurate, good quality responses to project-related questions and correspondence to the 

EPMU, Grantham Institute and Imperial College, to agreed deadlines. 
 
10. Establish and maintain systems and processes to ensure that best practice contract management 

processes, systems and procedures are implemented. 
 
11. Monitor the legal process prior to signing contracts or grant agreements, to ensure the creation of 

accurate contract specifications, to ensure contracts and grant agreements accurately reflect the 
outcomes desired. 

 
12. Promote and enable equality of opportunities and promote the diverse needs and aspirations of the 

CCCI’s communities in London. 
 

  

Person Specification 

 

Requirements 
Candidates/post holders will be expected to demonstrate the following:  

Essential (E)/ 
Desirable (D) 

Education  

Relevant degree (or equivalent qualification) or demonstratable equivalent 
experience in related field 

E 

Experience  

Demonstrable experience of managing and delivering large-scale high value projects 
and programmes, delivering results on target and within budget 

E 
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Significant experience of European Regional Development Fund projects, financial 
analysis, project planning and appraisal, financing and risk management and 
evaluation 

E 

Track record of successfully managing projects with large European budgets and 
resources 

E 

Track record of contract management to deliver desired outputs on time and in 
budget 

E 

Managing complex stakeholder arrangements to achieve positive outcomes for the 
organisation 

E 

Knowledge  

Thorough knowledge of European Regional Development Fund requirements, 
financial analysis, project planning and appraisal, financing and risk management 
and evaluation 

E 

Skills & Abilities  

Excellent report writing skills – clear well structured report writing E 

Excellent planning and organisational skills – thinking ahead, prioritising, managing 
time and developing well structured processes to deliver work 

E 

Good problem-solving skills – developing workable solutions to issues as they arise E 

Good communication and influencing skills – ability to present information clearly and 
persuasively 

E 

Ability to build and manage a diverse set of relationships E 

Organisational nous – understanding and being sensitive to the dynamics of the 
organisations involved in supporting the project 

E 

Adaptability – adapting to the pressures of the job in order to sustain delivery E 

Exceptional attention to detail and the proven ability to work in a meticulous way E 
 

Further Information 

 

Please note that job descriptions cannot be exhaustive, and the post-holder may be required to undertake 
other duties, which are broadly in line with the above key responsibilities. 

 

Imperial College is committed to equality of opportunity and to eliminating discrimination. All employees are 
expected to follow the Imperial Values & Behaviours framework. Our values are:  

• Respect               

• Collaboration 

• Excellence           

• Integrity 

• Innovation 

Employees are also required to comply with all College policies and regulations paying special attention to: 
Confidentiality, Conflict of Interest, Data Protection, Equal Opportunities, Financial Regulations, Health and 
Safety, Information Technology, Smoking, Private Engagements and Register of Interests. They must also 
undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the 
College Website Health and Safety Structure and Responsibilities page. 

The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which 
means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the 
journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-
and-innovation/about-imperial-research/research-evaluation/ 

The College believes that the use of animals in research is vital to improve human and animal health and 
welfare. Animals may only be used in research programmes which are ultimately aimed towards finding new 

https://www.imperial.ac.uk/about/values/our-values/
https://www.imperial.ac.uk/safety/safety-by-topic/safety-management/health-and-safety-management-system/structure-and-responsibilities/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
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treatments and making scientific and medical advances, and where there are no satisfactory or reasonably 
practical alternatives to their use. Imperial is committed to ensuring that, in cases where this research is 
deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with 
this work show due consideration at every level. Find out more about animal research at Imperial. 

We are committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working 
environment for all. We therefore encourage candidates to apply irrespective of age, disability, marriage or 
civil partnership status, pregnancy or maternity, race, religion and belief, gender identity, sex, or sexual 
orientation. We are an Athena SWAN Silver Award winner, a Disability Confident Leader and a Stonewall 
Diversity Champion. 

June 2022 

http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research
https://www.imperial.ac.uk/equality/accreditations/athena-swan/
https://www.imperial.ac.uk/equality/accreditations/disability-confident/
https://www.imperial.ac.uk/equality/accreditations/stonewall/
https://www.imperial.ac.uk/equality/accreditations/stonewall/

