TRANSFORM  PROJECT COORDINATOR 
Principle purpose of the post:
To develop, facilitate manage and deliver the TRANSFORM informal   learning and supported housing project within the project plan and timescale. 

This opportunity is open to Organisations and Associates within the Supported Housing and Employment and Training Sector.   The purpose is to deliver a specific and time based piece of work as part of a cross-sector partnership project funded by the Transformation Fund which aims to engage people in supported housing into informal learning in an alternative, innovative and informing way.    
Job Title: 



Project Coordinator

Location:



Norfolk (based at Space East and working across the county) 

Line Management:


Managed by Worklessness Development Officer 

Reports to:


TRANSFORM Partnership Steering Group

Job Type:



Full-time, 5 month period (November to March)

Contract value
A budget has been allocated based on a full time role at commensurate to the responsibilities of the post. This is negotiable based on an agreed schedule including the total number of days and hourly rate.

We are keen to talk to you if you: 

· are interested in a secondment opportunity 

· or are able to work on a 5 month short term contract; 

· are experienced in training 

· can demonstrate the right aptitude and have the appropriate skills, experience and outlook to deliver this work.

Key Responsibility Areas To:
· Oversee all elements of the project ensuring that it is fully delivered within the timescales
· Recruit and facilitate the TRANSFORM core group to plan and prepare for project delivery in line with work plan
· Build job descriptions outlining the roles and responsibilities for volunteers and associate facilitators/ tutors and provide an induction 

· Manage associate staff and volunteers and co-ordinate their input to delivery, research and evaluation 
· Contribute to the oversight of budgets and expenditure for the project

· Ensure enthusiastic and effective promotion of the TRANSFORM project through Supported Housing Services and specifically target those working with Priority Groups

· Work alongside the WDO to manage the Project budget – plan, expenditure and claims 

· Work alongside the WDO to ensure we meet the funding organisation requirements as set out  in the Handbook and any future requirements, requests

· Liaise and work with partner organisations to support the successful delivery of activities 

· Produce monthly updates  and reports for the TRANSFORM partnership steering group 

· Provide supervision and support to volunteers and associates involved in the delivery of the programme

· Design methods for recording the outputs and outcomes and the information required to inform future practice as detailed in the funding bid  

· Produce press release and work with media agencies to promote and celebrate events

· Produce and submit final report
Joint Responsibility Areas

· To work alongside staff from partner organisations to ensure the effective coordination of activities within TRANSFORM and where appropriate with other Transformation Project Leads in Norfolk.
Other Duties

· To attend meetings, team meetings and other relevant subgroups as appropriate

· To represent TRANSFORM at local and county wide meetings as appropriate

Compliance and financial management

· To carry out all duties in compliance with appropriate procedures, including the maintenance of records and information


General requirements

· To ensure adherence to policies and procedures with particular reference to inclusion, equality, diversity and health & safety policies

· To work in a flexible manner and to be willing to undertake other duties as reasonably requested

· To provide excellent customer care in dealings with service users, service providers and  the public

Special conditions of the post

· To be able to work flexibly – including evenings and weekends as required.

TRANSFORM Project Coordinator 

Person Specification

Essential Criteria

We are looking for an enthusiastic and highly motivated individual with a passion for informal learning.  Someone who is highly committed to ensuring that the most  marginalised  individuals can access opportunities.  Someone who enjoys working under pressure, trying out new things, open to change whilst working to a structured and organised plan.     

Experience

· Project management and project delivery  with experience of bringing projects in on time
· Monitoring budgets and reporting financial progress

· Producing reports

· People motivation and management

· Working with hard to reach, socially excluded, marginalized groups and individuals 

· Partnership working

· Design of tools and methods for consulting service users

Knowledge and Understanding

· Cultural awareness
· Knowledge of different learning environments and methods
· Knowledge of local organisations as relevant to this project e.g. learning and skills, supported housing provision
Skills and Abilities

· Communicate effectively, both orally and in writing, with a wide range of people, including presenting information. 

· Develop effective working relationships.

· Recognise key issues and problems and deliver effective and timely solutions

· Good computer skills  (including word, excel, internet etc)

· Able to plan 

· Able to plan personal workload to meet deadlines.

· Able to travel in the county.

Desirable criteria
Qualifications  
A relevant professional and or management qualification i.e. a teaching/training qualification or currently working towards this.

Experience

· Ability to work with broadcast and media organisations 
Deadlines for applications:  30 October 2009 mid day

Please contact Chrissy Chalmers at Space East on 01603 617299   
christine@space-east.org
Due to the timescale of the project we are hoping to have a project coordinator in place as early in November as possible.
Funded by The Learning Revolution Transformation Fund, through the Department for Business, Innovation and Skills (BIS).
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