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SOAR

Supporting people to
make positive changes





	SOAR COMMUNITY
JOB DESCRIPTION



	POST TITLE
Project Co-ordinator L4G                     


	GRADE
Scale point 9 £24,319 pro rata


	RESPONSIBLE TO
Business Development Manager


	KEY TERMS & CONDITIONS 
22.2 hours per week spread across 4 days
25 days annual leave & Bank holidays pro rata (also additional birthday leave)

8% non-contributory pension
Permanent contract subject to funding
Other key benefits:
· SOAR is a living wage employer and seeks to uprate salaries by the annual increase in the living wage
· Cycle to Work scheme – Buy a bike tax free and cycle to work
· Westfield Foresight Health Plan – Annual benefits and services such as routine dental work and check-ups, etc.

	PURPOSE OF JOB



As Project Co-ordinator, you will work with the Business Development Manager and the wider SOAR team to promote and activate Longley 4G Community Centre. 
Centre and Activities Development
You will be proactive and engage with community groups, partners and volunteers, helping to create positive working relationships with local organisations to support the development of groups and activities in the area within agreed budget parameters. 
Income Generation
You will look to maximise L4G’s income by working with the Business Development Manager to maximise rental and sessional income, seeking new opportunities and identifying new funding streams. You will also be proactive in identifying areas where efficiencies and cost savings can be realised.
Location:

You will work from Longley 4G Community Centre.




	SPECIFIC DUTIES AND RESPONSIBILITIES

Project Delivery
You will be responsible for the delivery of projects as agreed with the Business Development Manager. The job role will include but is not limited to: 

· Project set up in line with agreed deliverables and budgets

· Plan and deliver children’s activities and family events

· Recruitment of activity providers or qualified instructors where necessary

· Recruitment, training and development of volunteers

· Ongoing project coordination and supervision 

· Completion of monitoring and impact reporting

· Supporting the Business Development Manager in ensuring activities are self-liquidating or if not ensuring grant funding is in place to continue with successful projects. 
Marketing

· Collect content for L4G’s websites and social media platforms.

· Creation of posters, Newsletters and promotions for L4G Activities
Centre Support

You will portray a professional image of Longley 4 G ensuring the building and facilities run smoothly, the job role will include but is not limited to: 

· Longley 4G Centre office/reception cover 
· Promoting rental and sessional space

· Managing bookings, organising room layouts, organising refreshments & catering where needed
· First point of contact for building users, visitors and general enquiries

· Opening up and locking up the building as required. 
· Effective problem solving using own initiative   

· Co-ordinating meetings and events 

· Assisting with building systems and procedures.
Work with Others

· To build relationships with a diverse range of people and stakeholders 
· Ability to consult, listen to and understand the needs of different stakeholders

· Ability to communicate and present information clearly to a variety of audiences
· To be culturally aware and have regard for Equality and Diversity 
Team Working
· To take part in regular team meetings to discuss performance and other related issues
· Have knowledge and understanding of all SOARs Teams and willingness to work across Teams to provide support when required.
Self-Management & Development
· Ability to work with minimal supervision within appropriate guidelines
· Ability to make decisions to progress own work within appropriate guidelines 

· Ability to manage own workload to ensure maximum performance through planning and organising 
· To participate in supervisions and appraisal process
· Undergo continuous personal development as is required

Monitoring

· Assist in compiling reports as and when required for monitoring & reporting purposes.
· Provide regular, effective feedback to relevant Managers in respect of progress towards service targets.

Compliance
· To adhere to company policies and procedures i.e. Health & Safety
· To ensure company records and information are kept confidential at all times and stored 

· To have regard for resources and use responsibly  

· To uphold the Staff and SOAR Services Charter 
· To understand the Competency Framework and work using key competencies.
General
· Alert Managers to any issues of concern including work issues, complaints or concerns regarding individuals 

· Any other duties as requested by Managers.



SPECIFICATION: 
Post Title: Project Co-ordinator L4G
	Minimum Essential Specification
	Method of Assessment

	
	Application
	Interview
	Exercise

	Skills/Knowledge
	
	
	

	Able to work proactively and keen to share ideas 
	· 
	· 
	· 

	An understanding and interest in Community Development work
	· 
	· 
	· 

	Good communication skills – written and verbal in formats accessible and appropriate to a wide range of audiences
	· 
	· 
	· 

	Developing and Managing relationships with tenants, clients, colleagues, community groups, volunteers, community activists, and members of the public
	· 
	· 
	· 

	Interpersonal skills - approachable and helpful style, good team worker
	· 
	· 
	· 

	Experience/Qualifications/Training
	
	
	

	Experience of working with individuals, groups, organisations and other agencies 
	· 
	· 
	

	Experience of fundraising and securing income
	· 
	· 
	

	Experience of implementing new services and/or project development
	· 
	· 
	

	Experience of staying calm under pressure 
	· 
	· 
	· 

	Experience of organising meetings, events, conferences etc
	· 
	· 
	· 

	Experience of effective office/building systems and procedures
	· 
	· 
	

	Experience of effectively using Social Media for a similar organisation or project 
	· 
	· 
	

	Ability to communicate effectively both verbally and in writing, with a range of individuals and groups
	· 
	· 
	

	Ability to review and monitor activity and record outcomes and learning
	· 
	· 
	

	Experience of working to deadlines and prioritising work
	· 
	· 
	· 

	Experience of working with minimal supervision within appropriate guidelines  
	· 
	· 
	· 

	Ability to adapt to change and have a resourceful approach to work
	· 
	· 
	· 

	Effective administrative & IT skills
	· 
	
	

	Good knowledge of English
	· 
	· 
	· 

	Desirable
	
	
	

	Knowledge of the health, social care, housing and voluntary, community or faith (VCF) sectors
	· 
	· 
	· 

	Experience of working in communities and the challenges that can arise
	· 
	· 
	

	Understanding of the importance and principles of community involvement in development and partnership working
	· 
	· 
	

	Knowledge and commitment to current Health and Safety and Equality and Diversity legislation
	· 
	· 
	

	Full UK Driving Licence 
	· 
	
	

	Own transport
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