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Project Co-ordinator - Job Description

Title – Project Co-ordinator
Contract - 1x Part Time (12.5 hours)
 Salary – 12 Months Fixed Term|£22,425 per annum pro rata (£11.50 per hour)
Funded by the West Lothian Third Sector Community Support Fund


The aim of this post is to co-ordinate the Group’s Larder and Warm Hub areas.  The post holder will engage with the community to ensure the operation of the Larder and the Warm Hub.  
Information
· 12 Month Fixed Term Contract from 1st July 2023 - 30th June 2024
· Based in the Group’s Warm Hub/Larder at Stoneyburn Workshops
Key Responsibilities and Tasks
· Candidate to have at least one year of working or volunteering in community development or relevant sector and understanding of the needs of a rural community.
· To facilitate and encourage community participation within the Larder and the Warm Hub.
· Manage budgets and finances of the Group’s Larder and Warm Hub funds, including budget setting, paying invoices, financial administration and reporting.
· The ability to quickly connect and establish a good relationship with community groups, stakeholder organisations, and other relevant parties.
· Keep up-to-date records and files.
· Send reports/claim monies where relevant.
· Develop further the Larder and Warm Hub participation and funding.
· Report to the Project Development Officer on the progress of Larder and the Warm Hub.




Desired Skills and Experience
· Excellent interpersonal and organisation skills
· Understanding of partnership working.
· Knowledge and experience of social enterprise, business development, and the voluntary sector.
· Ability to work with and motivate volunteers.
· A strong working knowledge of the local areas being supported.
· Strong IT skills, including the compiling and writing of reports, and strong presentation skills.
· A good working knowledge of accounts and bookkeeping.
· Full, clean driving licence with access to own vehicle for business use with insurance for business use.


Closing Date 23rd June 2023
Interview Date: Week commencing 26th June 2023 
For additional information or to send your completed application form please contact sbfvg1@gmail.com
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Stoneyburn and Bents Future Vision Group SCIO
Email – sbfvg1@gmail.com
Facebook - https://www.facebook.com/sbfvg/
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