Headway Glasgow Supporting People after Brain Injury
Job Description
Post:                        Project Co-ordinator
Job Purpose:
To plan and deliver a programme of activities to support people over the age of 18, who are living with a brain injury.
                                To develop and lead a variety of activities which support socialisation, community integration, skills development and reduce isolation.
                                To co-ordinate volunteers in the provision of activities

Reports to:
           Chair/Vice Chair of Trustees
Hours:                      3 days (21 Hours) p/w – Flexibility Essential
Salary:
 £29,500 per annum / pro-rata
Duration:
Permanent
Location:
Currently home-based using telephone, email, and digital/virtual platforms e.g., Zoom with the need to be flexible for in person events/sessions soon (Glasgow Area)
Role is subject to a PVG check
Self employed applications welcome as part of a blended role.
General Information

· Headway Glasgow is a charity that offers vital support to people with a brain injury including their families and carers. 
· We provide opportunities to reduce social isolation and promote community integration through the provision of social and recreational activities. 
· We provide advice, information, guidance, and signposting.
· With the guidance and lead of the Board of Trustees, along with the partnership and involvement of members, we ensure the development of opportunities within the programme to suit the member’s needs.
Key Responsibilities
· Lead on, plan and deliver a programme of activity workshops/sessions based on identified interest/needs. 
· Responsible for securing funding to sustain the service, via grant applications, and fundraising activities. 

· Work with people with a brain injury to identify interest in projects/activities to achieve their goals. 
· Plan, co-ordinate and deliver a social and recreational programme digitally and within the community to ensure that members can engage, despite difficulties after brain injury such as fatigue, memory, concentration, confidence, and well-being.
· Co-ordinate input from volunteers, staff, members, and trustees.

· Provide support and guidance during activities.
· Ensure the programme is achieving the aims and objectives providing regular review updates to the Trustees.
· Actively identify and engage in relevant networking opportunities.
· Assist in maintaining communications with Headway Glasgow Members and other stakeholders.
Other Duties 

· Ensure compliance with Headway Glasgow’s Policies and Procedures.
· Undertake training and development deemed necessary to provide effective support including Adult Support and Protection, Health and Safety and First Aid.
The above is not an exhaustive list of duties and you will be expected to perform different tasks as the role develops.
Person Specification

	Knowledge, experience, and qualifications to fulfil this role effectively

	Essential
· Be able to demonstrate at least 12 months experience of planning, delivering, and completing programmes/projects with groups and individuals.
· Experience of fundraising and grant applications.
· Experience of supporting people with a brain injury. Be able to demonstrate at least 12 months practical experience of providing supportive assistance to young adult(s) with disabilities who require additional support to meet their needs.
· Be able to demonstrate and evidence your creative skills 
· Demonstrate you work effectively as part of a team or on your own initiative.
· Competent IT user


	Personal Qualities/Skills
Essential
· Ability to plan and meet deadlines.
· Excellent communication and a good listener.
· Good Presentation Skills.
· Excellent interpersonal skills, including sensitivity to needs and an abundance of empathy and patience.
· Ability to be flexible and adaptable in your approach.
· Ability to motivate and encourage participation.
· Excellent group skills.
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