
Job Description 

Post: Project Coordinator
Hours: 30 per week
Salary £21000
Fixed term contract: 3 years from date of appointment 

Responsible to:  Chair of BAIC
Job purpose:

The post holder will have overall responsibility for the successful delivery and management of Project Pride. He/she will report to BAIC Board and a project steering group, manage staff and volunteers and ensure that all monitoring and reporting is achieved.
Tasks and responsibilities

Overall leadership of the project

· Ensuring an action plan, programme of events and activities are developed with the staff team to deliver against the project outputs and outcomes and to further develop the impact that BAIC makes in its area of operation

· Inspiring the team (staff and volunteers) and community to create better, wider-reaching activities with stronger impact;

· Leading the team (staff and volunteers) and community through challenges;

· Acting as a role model to staff, volunteers and the community, walking the talk;

· Building networks and external relationships to benefit the project, and representing the project on local strategic groups.

Project Management 
· Day to day management of the project and any associated projects

· Line manage staff and develop their contribution to the project;

· Ensure compliance with BAIC policies and procedures and the terms of our funding agreements;

· Work with the team to direct resources, time and attention in ways which achieve the best outcome for the project;
· Oversee volunteers, trainees and placements contributing to the project;

· Ensure that all staff and volunteers have the requisite training for their roles

· Develop the planning and reporting cycle to ensure the team is engaged and efficient and collaborating purposefully.

· To provide support to staff in their community development and youth activities which   will include as necessary taking a practical role in sessional work and youth activities

· To ensure there are effective systems for the management and monitoring of project progress and social outcomes/impact.

· To ensure that all facilities and resources required are managed effectively

· To ensure that a healthy and safe environment is maintained wheresoever the project may be being delivered.

· To ensure that the project and associated  projects’ finances and budgets are well managed

Monitoring and evaluation 
· Liaise with project team (staff and volunteers) to gather monitoring data from the project;

· Ensure the data is collected, collated and analysed and use this to develop the project, as well as report to BAIC Board, steering group and funders;
· Improve the project’s systematic approach to monitoring and evaluation

Internal/External Communications 
· Support internal communications between team members, the communuity, and stakeholders

· Support your staff team to promote the project to external customers, potential donors and other agencies;

· Liaise with funders, local partners and relevant agencies.

· Ensure effective marketing via website and social media as well as traditional communication methods

Strategic development 
· Work with the BAIC board and partners to plan for  future development of the project;

· Operate effectively in the context of partnership working 

· Contribute to the overall development of BAIC and carry out any other duties as requested by the BAIC board. 

Theory of change 
· Develop the project’s understanding of need, what works in response to need, and articulation of why this works;

· Communicate the project’s learning to a wide range of audiences;


