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Job Description
	Directorate:
	Place

	Service:
	Lancashire Skills and Employment Hub 

	Location:
	County Hall, Fishergate, Preston, Lancashire, PR1 8XJ

	Salary range:
	£46,142 to £51,356
	Grade: 
	10


	Reports to:
	Programme Manager – Adult Skills 
	Staff responsible for:
	Project Officer(s) – Adult Skills 



	Job purpose and scope

	Reporting to the Strategic Programme Manager for the Adult Skills Fund (ASF) within the Lancashire Skills and Employment Hub, the Project Manager will be responsible for the effective day‑to‑day operation of the devolved Adult Skills Fund across Lancashire.

The Adult Skills Fund is a core element of Lancashire’s devolved skills system, supporting adults to gain the skills, qualifications and progression opportunities needed to access employment, progress in work and respond to local labour market priorities. The programme plays a critical role in delivering the ambitions of the Lancashire Growth Plan, Strategic Skills Plan and wider devolution deal outcomes.

The role will focus on the operational delivery, performance management and assurance of ASF provision, ensuring learning providers deliver agreed volumes, outcomes and standards, and that public funding is managed effectively and compliantly. The postholder will play a central role in translating strategic intent and commissioning decisions into strong operational delivery on the ground.

The Project Manager will provide hands‑on oversight of provider performance, learner delivery, financial profiling and compliance, identifying issues early, intervening where required, and driving continuous improvement. The role is critical to ensuring that ASF operates as a well‑controlled, high‑performing programme that delivers measurable impact for learners, employers and local priorities.



	Accountabilities/Responsibilities

	· Take day‑to‑day responsibility for the operational delivery of the Adult Skills Fund across Lancashire, ensuring provision runs efficiently, compliantly and to agreed standards.
· Act as the primary operational contact for Adult Skills Fund providers, managing ongoing relationships and resolving delivery, performance or compliance issues.
· Manage ASF contracts and grant agreements in practice, ensuring providers deliver agreed learner volumes, achievement rates, progression outcomes and financial profiles.
· Lead regular provider performance reviews, including monthly monitoring of delivery volumes and strategic alignment, and quarterly in‑depth reviews covering quality, audit and assurance.
· Identify underperformance early, challenge providers constructively, and agree and monitor corrective action plans where required.
· Maintain close oversight of learner data, achievement data and financial claims, ensuring accuracy, timeliness and compliance with funding rules.
· Coordinate audit, assurance and compliance activity, working with providers to address findings and reduce delivery and reputational risk.
· Monitor expenditure against profiles, working closely with finance colleagues to manage in‑year performance, growth, clawback and redistribution activity.
· Maintain detailed operational risk registers for ASF delivery and escalate issues appropriately through governance arrangements.
· Produce clear, timely operational reports and performance summaries for programme boards, senior officers and internal colleagues.
· Use data and management information to track trends, highlight delivery issues and support evidence‑based operational decisions.
· Support the implementation of commissioning decisions by ensuring providers understand requirements and deliver accordingly.
· Organise and support provider meetings, briefings and delivery forums to reinforce expectations, share good practice and raise performance.
· Work collaboratively with quality, compliance, finance and data colleagues to ensure joined‑up operational management of the programme.
· Ensure ASF delivery complies with data protection, safeguarding, health and safety and governance requirements at all times.
· Promote equality, diversity and inclusion through provider management, learner access and delivery approaches.
· Contribute to improving operational systems, performance frameworks and processes to strengthen ASF delivery over time.



	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

· Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

· Skills Pledge
We are committed to developing the skills of our workforce. All employees will be supported to work towards a Level 2 qualification in literacy and numeracy if they do not have one already.




	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.



Person Specification
All the following requirements are essential unless otherwise indicated by *.

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Degree or equivalent level qualification or equivalent substantial experience
· Project management qualification or significant experience managing complex programmes

	Experience 

	· Significant experience of hands‑on delivery and management of publicly funded skills, education or employment provision.
· Proven experience of operational contract or grant management with external providers.
· Experience of managing provider performance, including addressing underperformance and implementing corrective actions.
· Experience of working within funding rules, assurance frameworks and audit environments.

	Essential knowledge, skills & abilities

	· Strong operational understanding of adult skills delivery, provider performance management and funding compliance.
· Ability to manage complex delivery activity across multiple providers and contracts simultaneously.
· High levels of analytical skill, with confidence using data to monitor performance and identify issues.
· Experience of managing assurance, audit and compliance requirements in practice.
· Confidence to challenge providers robustly while maintaining constructive working relationships.
· Strong organisational skills, with the ability to prioritise, manage risk and meet tight reporting deadlines.
· Clear, concise communication skills, particularly for operational reporting and provider feedback.
· Ability to work autonomously, make sound operational judgements and escalate appropriately.

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them to others.

	· This is an essential car user post*
You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. In certain circumstances, consideration may be given to applicants who, as a consequence of a disability, are unable to drive.
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