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Changes Community Health Project
Project Development Coordinator Job Description

May 2021
	Job Title:
	Project Development Coordinator

	Hours and term:
	35 hrs p/w, 1-year fixed term, continuation subject to funding

	Pay scale and salary
	SP28 £28,981 pro rata (4% pension contribution)

	Location:
	Changes Office, 108 Market Street, Musselburgh  

	Reports to:
	Changes Manager

	Direct Reports:
	Currently 2 part time staff members, Volunteers


1. All staff are required to comply with Changes Terms and Conditions of Service stated in Changes’ contract of employment.
2. In addition to the duties and responsibilities outlined in this Job Description, all staff are expected to adopt a flexible approach, undertaking additional tasks or responsibilities as may be required of them by the Manager. 

3. All staff are expected to have an understanding of the difficulties faced by people with mental health problems and knowledge of mental health issues.  

4. All staff are expected to undertake further training as required.
Job Overview:
This is an exciting new role which we expect will evolve considerably over time. The postholder will lead on the development and delivery of Changes Groups, Courses, and Volunteer Project. The role includes line management of a small team of staff and will include sourcing and liaising with freelance workers. The postholder will ensure effective monitoring and evaluation of activities and lead on new developments based on identified needs. 
The role will include some facilitation of groups/courses as is the case for all staff. Community engagement and partnership building will be a key aspect of this role. 
Volunteer Coordination, including recruitment and support and supervision of volunteers will initially be a key focus, though as the role progresses, we aim to secure funding to appoint a Volunteer Coordinator (see points 7 and 8 below).
Main Duties and Responsibilities 
1. Oversee the day to day running of groups, courses and volunteering, working closely with Facilitators and the Course Administrator.
2. Line management, including support and supervision, of two part time staff members currently.
3. Support the coordination, delivery and development of current activities, including some facilitation of groups and courses.
4. Evaluate the needs and preferences of new and existing participants and develop new projects based on identified needs.
5. Work alongside the Manager to source funding for new projects and to increase capacity and strengthen existing provisions.
6. Work with the Course Administrator to audit and oversee waiting lists for groups and courses.
7.  Facilitate group-based support to a team of up to 40 existing volunteers who support/lead healthy living activities, groups and courses, providing additional 1-1 volunteer supervision as required.

8. Recruit, train and induct new volunteers, including carrying out PVG checks as required.
9. Source or develop learning opportunities for staff and volunteers to ensure a high-quality service provision.
10. Update and maintain procedures for activities to ensure safe practice which is compliant with GDPR and PVG. Ensure staff and volunteer compliance to policies and procedures including protection of vulnerable adults.
11. Monitor and evaluate activities, updating monitoring and evaluation practices as required, implementing innovative tools and techniques to demonstrate impact.
12. Community engagement and partnership building to ensure the best possible service and support for participants. 
13. Write reports as required by funders and at the request of the Manager.
14.  Deputise in the Manager’s absence as required.
15. Work with the Manager to create and maintain a supportive culture for the staff team. Attend and contribute to team meetings and help build and maintain healthy working relationships within the team.
16. Undertake any other reasonable duties as required by the Manager to meet the needs of Changes Community Health Project.
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