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Job Description
Date:


August 2017
Job title:
Project Coordinator
Responsible to:
Head of Organisational Development
Status of Post:
Part-time (24-28 hours per week flexible working), fixed term contract until April 2019. 
Salary:
Salary equivalent Scale H, NJC Salary points 32 -34 (£28,485 - £30,153 pro rata). Candidates will normally be appointed at the first point on the scale.
Key working relationships: Skills Development Coordinator, Governance and Charity Advice Manager, Fundraising Advice Officer, Head of Organisational Development, Finance Manager, HR Manager, and other NICVA staff. 
Summary of main responsibilities:

To coordinate, develop and review all aspects of the East Belfast Community Capacity and Leadership Programme
To manage and coordinate the participation of groups on the programme.
To coordinate the training and support provision 

To coordinate other projects as the need arises

To provide direct support and training to groups and individuals
Specific duties:
1. To carry out initial meetings and training needs analysis with each participating group. 
2. To create action plans for each group and report on progress.
3. To liaise with selected groups, trainers and partners on an ongoing basis to ensure success of the programme.
4. To liaise with the partners to develop a training calendar of events and training.
5. To support and manage the training to ensure the learning pathway for each group and individual is met.
6. To maintain regular contact with the groups and participants on the training courses.

7. To design and deliver bespoke support for groups including facilitation, one-to-one sessions and training.
8. To manage the East Belfast Community Capacity and Leadership programme webpage, update with news articles and training.

9. To maintain and update the CRM with progress regarding the groups.

10. To organise round table workshops.

11. To maintain accurate and timely financial and monitoring returns as required.

12. To produce reports on progress of the programme as required.

13. To ensure ongoing monitoring and evaluation of the programme and compliance with the contract.


Other Duties
1. To undertake such other reasonable duties as NICVA may from time to time require.

2. To contribute to the promotion of NICVA.

Person Specification
Job title:
Project Coordinator
Experience and Qualifications
Essential:
1. Three years’ working experience in project management to include:
· meeting contractual conditions set by funders

· ensuring agreed targets are met

· experience of monitoring and measuring performance
2. Working experience of supporting and developing community organisations, including management committees. 
3. Experience of facilitating groups.
4. Proficient in the use of desktop applications such as Microsoft office and internet and email.
Desirable:
5. Degree level qualification (or equivalent) in a relevant discipline (eg. Community Development, Social Policy, Training..).
6. Demonstrable experience of coaching and mentoring.
7. Demonstrable experience of delivering training.
8. Coaching or mentoring qualification (Level 3 or above).
9. Training qualification (Level 3 or above).
Skills and competencies
Essential:
1. Excellent organisational skills to include the ability to organise workload to achieve agreed targets and maintain records and carry out evaluation procedures.
2. Excellent communication skills both oral and written and the ability to adjust the style and content of communication to meet internal and external needs, for example delivering training and facilitating groups.
3. Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
4. Excellent facilitation skills working with a range of different types of group.

Interests and knowledge
Essential:

1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. Knowledge of community development approaches and methodology.
Other requirements
Essential:
1. Ability to work within the mission, vision and values of NICVA.
2. Ability to work flexible hours. This post is likely to involve occasional evening and weekend work. The post will be based out of the NICVA building with some requirement to travel to and throughout East Belfast.  
3. Committed to NICVA’s Equal Opportunities Policy.

Legal

Essential:

1. To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.

Assessment Method – Project Coordinator – August 2017
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications
1. Three years’ working experience in project management to include:

· meeting contractual conditions set by funders

· ensuring agreed targets are met

· experience of monitoring and measuring performance
2. Working experience of supporting and developing community organisations, including management committees. 
3. Experience of facilitating groups

4. Proficient in the use of desktop applications such as Microsoft office and internet and email
5. Degree level qualification (or equivalent) in a relevant discipline (eg. Community Development, Social Policy, Training..)
6. Demonstrable experience of coaching and mentoring.

7. Demonstrable experience of delivering training.
8. Coaching or mentoring qualification (Level 3 or above)
9. Training qualification (Level 3 or above)

	Essential

Essential

Essential

Essential
Desirable

Desirable

Desirable

Desirable

Desirable
	Shortlisting, pre-interview task and interview
Shortlisting, pre-interview task and interview
Shortlisting and interview
Shortlisting 
Shortlisting and interview
Shortlisting and interview
Shortlisting and interview
Shortlisting 

Shortlisting 



	Skills and competencies
1. Excellent organisational skills to include the ability to organise workload to achieve agreed targets, maintain records and carry out evaluation procedures.
2. Excellent communication skills both oral and written and the ability to adjust the style and content of communication to meet internal and external needs, for example delivering training and facilitating groups.
3. Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
4. Excellent facilitation skills working with a range of different types of group.


	Essential

Essential 

Essential

Essential


	Interview

Application form content, pre-interview task and interview

Interview
Shortlisting and interview


	Interest and knowledge

1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. Knowledge of community development approaches and methodology.

	Essential 

Essential
	Shortlisting
Shortlisting and interview

	Other requirements
1. Ability to work within the mission, vision and values of NICVA.
2. Ability to work flexible hours. This post is likely to involve occasional evening and weekend work. The post will be based out of the NICVA building with some requirement to travel to and throughout East Belfast.  

3. Committed to NICVA’s Equal Opportunities Policy.


	Essential

Essential

Essential
	Interview

Shortlisting

Shortlisting
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