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Job Description                                                                               
 

Role Title Programme Administrator  
Job Family & 
Category 

Project/Programme Management – Assistant  

Team English Transport – LEVI/ORCS team 

Line Manager Deputy Programme Manager  

New/ Existing Role New 
Perm/ Fixed Term Fixed term until 31 March 2025 
Resource and 
Management 
Responsibilities 

None 

 

Job purpose 

To support the Onstreet Residential Chargepoint Scheme (ORCS) claims 
administration process.  
Ensuring claimants submit valid and complete claims and project update 
paperwork. 

Key 
responsibilities   
 
 

 
▪ Provide direct administrative support and guidance to grant 

recipients. 
▪ Update and maintain programme spreadsheets and databases. 
▪ Ensure contact logs and project delivery updates are accurate and 

current.   
▪ Review grant claims and supporting documents in line with scheme 

eligibility and criteria. 
▪ Support with file and folder management and retention processes for 

electronic files. 
▪ Ensure scheme guidance documents are updated, fit-for-purpose 

and communicated to relevant stakeholders/customers.  
▪ Monitor project delivery update requests and responses. 
▪ Data analysis and reporting 
▪ Support the broader English transport team activities as required  
▪ A willingness to learn about and support our efforts to become a 

more diverse, inclusive, equitable and sustainable organisation.  
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Impact description 
   
Within one month, you will:  

▪ Completed the company onboarding process, inclusive of 
systems training, and background introduction into the Onstreet 
Residential Chargepoint Scheme. 

 
Within three months, you will:  

▪ Engage with Local Authorities regarding outstanding claims and 
alongside Assistant Programme Managers. 

▪ Received training on all scheme related databases and processes, 
applying this knowledge with supervision and independently. 

▪ Engage with the client to ensure that pipeline of claims is clearly 
laid out and forecast returns. 

 
Within six months, you will:  

▪ Be fully able to liaise directly with Local Authorities independently 
on outstanding claims.  

▪ Report on a weekly basis to the Deputy Programme Manager and 
Programme Manager on progress and contribute to wider 
programme reporting and data analysis. 

▪ Support the broader activities of the English Transport Team as 
required.  
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Knowledge, skills 
and qualifications 
required 

Essential:  
▪ Well-developed administration skills, including IT skills and use of MS 

Office. 
▪ Process-driven and happy to undertake repetitive tasks. 
▪ Good numeracy skills and strong attention to detail. 
▪ Good organisational and coordination skills. 
▪ Good communication and interpersonal skills, able to work on own 

initiative and as part of a team. 
▪ Ability to maintain good working relationships at all levels both 

internally and externally. 
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 Desirable:  
▪ Knowledge of Customer Relationship Management (CRM) system. 
▪ Experience of collating and analysing data sets 
▪ Experience in grant administration. 

 

 

 


