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Job Description
Date:


September 2019
Job title:
Project Coordinator
Responsible to:
Deputy Chief Executive 
Hours of work:
Part time role, 3-4 days (minimum 21 hours / maximum 28 hours) per week. Actual working hours to be agreed, flexible Monday to Friday. 
Salary:
Salary equivalent Scale H, NJC Salary points 26 - 28 (£29,636 - £31,371 pro rata). Candidates will normally be appointed at the first point on the scale.
Key working relationships: Deputy Chief Executive, Other NICVA staff in all departments including Public Affairs, Organisational Development and Information Management  
Summary of main responsibilities:
· To liaise with the Rural Community Network staff in the development and delivery of the work under the Regional Infrastructure Support Programme Faith strand.

· To coordinate NICVA’s programme of work to support community faith organisations. 

· To work with faith groups, networks and forums to identify the needs of the sector and implement a varied and ongoing programme of engagement with faith-based organisations.
· To coordinate a programme of support to include meetings, networking opportunities, support sessions, training, seminars and events. 

· To maintain a database of faith organisations. 
· To coordinate other NICVA projects as required. 

Specific Duties
Project Coordination 
1. To continue to identify the needs of community based faith organisations. 

2. To develop a training calendar to provide tailored support on a variety of topics including governance, fundraising, lobbying and campaigning, and others as they emerge. 

3. To organise the meetings of the Community Faiths Forum and provide secretariat for these.
4. To develop networking opportunities between faith-based groups and other voluntary and community organisations.
5. Use NICVA websites and social media along with other communication channels to provide articles and information on the work of the faith sector in the community. 

6. To provide access to groups for fundraising advice and support. 

7. To organise seminars for faith-based groups on lobbying, campaigning and influencing policy.

8. To liaise with other NICVA staff in the delivery of training and events as appropriate.
NICVA Projects
1. To organise training and events for other adhoc NICVA time bound small projects which arise from time to time.

Project Administration
1. To maintain and update the database of faith-based organisations. 
2. To maintain and update NICVA’s CRM (Customer Relationship Management) system on programme activity. 
3. To produce reports on progress of the programme as required.
4. To ensure ongoing monitoring and evaluation of the programme.
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. A minimum of three years’ project management experience to include, delivering project objectives on time, monitoring and measuring ongoing project performance and event planning and coordination.
2. Previous experience of identifying development needs and providing support to community based organisations. 
3. At minimum of one year’s working experience updating and maintaining a database to record programme activity and produce reports. 
4. Proven experience of monitoring and evaluation methods.
5. Proficient in the use of desktop applications such as Microsoft office and internet and email.
Desirable:
6. Minimum of one year’s experience using websites, social media and other forms of communication for project promotion. 
7. Experience of working with faith-based community organisations.
8. Degree level qualification (or equivalent)
Skills and competencies
Essential:

1. Excellent facilitation skills to ensure effective meetings and events.
2. Excellent communication skills, both written and oral and ability to adapt style and content to meet internal and external needs.

3. Proven ability to build and develop excellent working relationships with individuals and organisations.
4. Excellent organisational and time management skills to achieve agreed targets and meeting project deadlines. 

5. Ability to work both independently and as part of a team.
6. Ability to successfully prioritise work without compromising quality.
Interests and knowledge
Essential:

1. An interest and understanding of the voluntary and community sector in Northern Ireland.

Desirable:

2. An interest and knowledge in the work and development of faith based organisations. 

Other requirements
Essential:

1. Ability to work within the mission, vision and values of NICVA.
2. Ability to work occasionally during evenings and weekends.  

3. Committed to NICVA’s Equal Opportunities Policy.

Legal

Essential: 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, PC2’19 – September 2019
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications
1. A minimum of three years’ project management experience to include, delivering project objectives on time, monitoring and measuring ongoing project performance and event planning and coordination.
2. Previous experience of identifying development needs and providing support to community based organisations. 
3. At minimum of one year’s working experience updating and maintaining a database to record programme activity and produce reports. 
4. Proven experience of monitoring and evaluation methods.
5. Proficient in the use of desktop applications such as Microsoft office and internet and email.

6. Minimum of one year’s experience using websites, social media and other forms of communication for project promotion. 

7. Experience of working with faith-based community organisations.

8. Degree level qualification (or equivalent)

	Essential

Essential

Essential

Essential

Essential

Desirable
Desirable

Desirable

 
	Shortlisting, pre interview task and interview

Shortlisting, pre interview task and interview

Shortlisting and interview

Shortlisting and interview

Shortlisting 

Shortlisting, pre interview task and interview

Shortlisting and interview
Shortlisting

	Skills and competencies
1. Excellent facilitation skills to ensure effective meetings and events.
2. Excellent communication skills, both written and oral and ability to adapt style and content to meet internal and external needs.

3. Proven ability to build and develop excellent working relationships with individuals and organisations.
4. Excellent organisational and time management skills to achieve agreed targets and meeting project deadlines. 

5. Ability to work both independently and as part of a team.
6. Ability to successfully prioritise work without compromising quality.

	Essential

Essential

Essential

Essential

Essential

Essential


	Shortlisting, pre interview task and interview

Application form content, pre interview task and interview
Interview

Interview

Interview

Interview 

	Interests and knowledge

1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. An interest and knowledge in the work and development of faith based organisations. 
	Essential

Desirable
 
	Shortlisting and interview

Shortlisting and interview



	Other requirements
1. Ability to work within the mission, vision and values of NICVA.
2. Ability to work occasionally during evenings and weekends.  

3. Committed to NICVA’s Equal Opportunities Policy.


	Essential

Essential

Essential

	Interview

Shortlisting

Shortlisting 
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