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Job Description

	
Job Title: 
	
Community Engagement Projects Coordinator

	
Department / School:
	
Social Responsibility and Sustainability


	Reports To:

	Senior Community Engagement Manager



Job Purpose

To advance the University of Edinburgh’s strategic community engagement and social impact work by coordinating a portfolio of public-facing initiatives and projects. To provide operational support for the Head of Social Impact, Community Team and Community Board.


Main responsibilities

· [bookmark: _Int_3vaU2qyt]Plan, deliver, and monitor projects which enable the University to deliver on its community engagement commitments, including the effective coordination and administration of the Community Grant scheme.  			50% 		                  
· Provide comprehensive administration and operational support for the Community Team and Head of Social Impact which can include processing payments, diary management and arranging meetings and events.     	                                                   	30%

· Provide diary management to the Head of Social Impact, ensuring most efficient use of their time. Provide weekly diary briefings.
	10%

· [bookmark: _Int_AqHPvO8X]Carry out any other tasks as assigned by the Head of Social Impact and the Senior Community Engagement Manager, as well as assisting other colleagues on an ad hoc basis.	
	5%

· Provide the secretariat role for the Community Board and facilitate their effective and efficient operation over an annual cycle.	              
	5%


The post-holder will need to:
· Establish and maintain good working relationships and contacts with colleagues in the Department for Social Responsibility and Communications and Marketing. 
· Establish contacts in other parts of the University and externally as required by individual initiatives. 
· Liaise with University senior management, including senior leaders, to arrange diaries and meetings.


Planning & Organising

· Within parameters agreed by the Senior Community Engagement Manager, undertake planning, delivery and monitoring of projects for which the post holder is the delegated project coordinator.
· The post holder will contribute to, in some cases leading on, the planning and organising of meetings and events related to the work driven by the Head of Social Impact or Senior Community Engagement Manager. These could include get-togethers of community grantees, working groups involving senior University staff and networking meetings, the planning and organisation of which may take weeks to accomplish. These will require a proactive approach and excellent organisational skills.
· Working closely with Head of Social Impact and some members of the Community Team, plan and organise the agenda and associated papers for the Community Board.
· Hold overall responsibility for the management and planning of the Head of Social Impact’s diary. This requires communication with a variety of contacts, prioritising meeting commitments and proactively reviewing and reworking diary management to ensure optimum time management.
· Plan own work activities to ensure effective service delivery, resolving conflicting timescales and priorities professionally with limited or no supervision. 
· Contribute to the annual planning of the work of the Community Team. Actively use agreed planning and reporting tools and processes so that colleagues have the information they need in a timely way.
· Ensure timely service to project beneficiaries, which could include ensuring grant payments are set up in the necessary time or community room bookings requests are serviced promptly.


Problem Solving

· Use a can-do, proactive attitude to solve day-to-day issues arising from project coordination and administrative work. Particularly with respect to project coordination, persist in the face of ongoing obstacles and suggest solutions to them.
· Collaborate effectively with project partners, helping them to understand the contribution required of them in a timely and effective manner.
· Use initiative to respond to unforeseen problems and circumstances, recognising when to escalate to line manager.
· Be aware of sensitivities around policy, strategy, reputation, and social responsibility in dealing with senior contacts.
· Prioritise competing demands and proactively manage a varied workload while liaising closely with senior management of the University and external contacts. Contribute to processes required to ensure compliance with external and internal legislation and policies, e.g., risk assessments, Equalities Impact Assessments, Data Protection Impact Assessments.

Decision Making

· Use judgement, accumulated experience, and light-touch desk research to resolve routine inquiries from internal and external stakeholders. Use initiative to make day-to-day decisions regarding the initiatives the post holder is responsible. Propose solutions for implementing change regarding non-routine matters.


Knowledge Skills and Experience

	Attribute
	Essential
	Desirable

	Education, Qualifications & Training
	




	· Higher education degree and/or further education qualification, ideally in a related subject 

	Knowledge & Experience
	· Several years’ proven experience in a related role, or equivalent experience (including education/training)
· Excellent interpersonal and communication skills
· Well-developed organisational and prioritisation skills, including the ability to adapt quickly when dealing with competing demands and deadlines
· Good attention to detail
· Discretion
· Excellent digital skills in relation to software commonly used in office and community engagement work, and a commitment to maintaining these at the level required in an evolving workplace
· Good general understanding of financial and budgeting principles
	· Experience of planning events, workshops, and other types of meeting
· Experience of using finance systems to make payments
· Experience of community engagement 


		

Dimensions

Day-to-day, the post holder will be a key member of the University’s Community Team which also involves colleagues from Communications and Marketing; this is a small team and most of the members contribute to community work as part of a broader role. The role may involve supervising the work of more junior colleagues on occasion. The post does not currently have any line management responsibilities but there may be opportunity for this, especially with respect to interns and apprentices. The role does not have its own budget, but the post-holder will assist the Senior Community Engagement Manager in managing a modest operational budget and substantial community grant budget (latter currently ~£100,000 per year). The role involves working with internal and external colleagues, including senior leaders from the University and other organisations. The role is also public facing on occasion.

Additional Information

The post holder will be part of the new Social Impact Unit within the Department for Social Responsibility and Sustainability. Social impact is a developing area of work for the Department that is currently supported by a small, close team. 

As the Department for Social Responsibility and Sustainability, our role is to support the University with advice, leadership, creative solutions, and partnerships, which bring positive impacts to both people and planet. That includes leading the University’s response to the crises of climate change and ecological degradation, and its approach to the challenges of social inequality and resources depletion.  

The Social Impact Unit’s strategic objectives ensure we understand, measure and report on the University’s local social and community impact. We will ensure that the University’s community and social impacts maximise opportunities for staff, students, and disadvantaged groups across the City Region. We will successfully deliver the diversity and inclusion plan within Corporate Services Group, to foster diversity and be recognised as an inclusive workplace.

The post holder’s office is in central Edinburgh, and this is the primary work location. A routine flexible working pattern falling within the hours of 8am and 6pm, Monday to Friday, is possible by individual negotiation. The post holder may be asked very occasionally to work outside office hours (e.g., contributing to local community festivals), with time off in lieu of the week preceding or following. Some travel and work away from the office, primarily within the City of Edinburgh, may be required on occasion.

Health & Safety Requirements for the role 

This job requires:
· Basic Disclosure Check

As it is directly public-facing.

Key Job hazard information specific to the role 

None.
If you require this document in an alternative format, please contact HR by email at HRHelpline@ed.ac.uk or by telephone on 0131 651 5151. 
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