North Berwick Youth Project Ltd

Job Description

Post Title:			Project Director
Responsible to: 		Board of Directors
Immediate Supervisor:		Designated Director

The Project Director has responsibility for fundraising to sustain the project and overall management of the project and has responsibility for the following:

FINANCE
1. Securing funding for the project through the submission of grant applications and other income generation 
1. Overall responsibility for financial record-keeping, management of budgets and reporting of financial status to Board
1. Grant management and liaison with funding bodies


 MANAGEMENT
1. Ensuring that the project operates in a manner that is consistent with the organisation’s own policies and procedures, and in line with any statutory or legal responsibilities
1. Responsibility for the project’s policies and procedures
1. Ensuring regular reports on all project activities are provided to the Board
1. Networking and liaison with the local authority and a range of other agencies (including the Police, Lothian Association of Youth Clubs, VCEL, NB High School, North Berwick Coastal Area Partnership, including the Youth Network, Dialogue Youth, etc) regarding premises, good practice and joint working.
1. Support and supervision of staff and volunteers, with the Project Manager 
1. Recruitment

DEVELOPMENT
1. Overseeing the development of the project 
1. Overseeing the evaluation of the programme of activities in conjunction with other staff and the young people. 
1. The creation of environment where staff are given responsibility and empowered to develop their roles
1. The creation of an environment which encourages the maximum participation of young people in the running of the project
1. Publicising and promoting the work of the project within the wider community

GENERAL
1. Any other reasonable duty identified by the Board

SKILLS, EXPERIENCE AND QUALIFICATIONS
1. The ability to communicate effectively at all levels
1. Commitment to team-working and community development approaches
1. Experience of managing budgets and competence in financial matters
1. Experience of working effectively at a management level
1. An appropriate relevant qualification  
1. Competence in the managing of staff and volunteers

PERSONAL QUALITIES
1. Passionate about meeting the needs of young people and the community
1. A caring and diplomatic approach
1. The ability to work on own initiative
1. Be able to handle pressure and retain a sense of humour
1. Be able to commit to the aims of the organisation
1. Willing to work flexibly to meet the needs of the project

