PORTOBELLO OLDER PEOPLE’S PROJECT (POPP) SCIO 

PROJECT ORGANISER JOB DESCRIPTION 



	Accountable to

	Chair of Management Committee (Trustee)

	Job Purpose

	· To support POPP’s aim to provide a lunch and social club for older people living in and around Portobello who are lonely and isolated, enabling them to get out of their homes, share a meal and enjoy the company of others. 

· To recruit and manage volunteers to help run the service.

· To recruit new club members when vacancies arise.

· To support the Management Committee to fulfil its statutory and other responsibilities.


	Hours per week
	20 hours pw 

Working hours are 9.30 – 3.30pm on Tuesdays and Wednesdays (club days) with the remaining hours to be worked flexibly from home.

Permanent position. 


	Location
	· Work from venue within Portobello area on lunch club days (currently Portobello Baptist Church Hall).

· Work from home when undertaking administrative responsibilities.

· Undertake visits to potential members in their homes and occasional visits to members. 







PRIMARY ROLE 

1. Organise and deliver a twice weekly lunch/social club service, including arranging catering, transport and venue hire.

2. Deliver a programme of activities on club days, including organising games, speakers and entertainments and arranging regular outings.

3. Recruit and manage volunteers to assist in running the clubs, organising training for volunteers as appropriate, and delegating tasks as mutually agreed.

4. Plan and prepare the programmed activities for each week.

5. Ascertain which members will be attending each session and ensure enough volunteers will be available to support the service. 

6. Deploy volunteers appropriately to meet the needs of members on the day.

7. Book minibus transport, draw up bus drivers’ rota and ensure that a driver is available to cover all club days.

8. Recruit and visit new members when vacancies arise, liaising with family members/carers and external agencies as required.

9. Collect and bank monthly subscriptions from club members, maintaining an up-to-date record of payments and receipts.

10. Maintain information on members and volunteers in accordance with GDPR requirements.

The Project Organiser may delegate some of these responsibilities, as and when required, to volunteers with their agreement.  

SECONDARY ROLE (delivered in consultation with Trustees/the Management Committee)

1. Assist Trustees/Management Committee to submit grant funding applications and reports and to support other funding options.

2. Assist Trustees/Management Committee to undertake an annual evaluation of POPP using feedback from members, their families and volunteers.

3. Monitor income and expenditure in conjunction with the Treasurer.

4. Assist the Treasurer with timely completion of financial reports required by OSCR and funders.

5. Assist Trustees with the preparation of the Annual Report and Accounts for the AGM and submission to OSCR.

6. Assist the Chair to prepare for Management Committee meetings and the AGM, including helping to prepare agendas, minutes and action points.

7. Ensure POPP policies and guidelines are adhered to.

PERSON SPECIFICATION

Essential

· Excellent communications skills, and ability to work well with a broad range of people. 
· Ability to plan, organise, allocate tasks and manage last-minute change.
· Ability to work independently, using your initiative and without close supervision.
· Proficient computer skills, including using Word, Excel, Internet and e-mail.
· Numerate, with ability to understand and work with straightforward financial information
· Able to travel to different locations, e.g. to visit members at home, check out potential venues for outings
· Understanding of the importance of data protection and confidentiality and demonstration of adherence to GDPR 
· Able to work flexibly (e.g. to visit members and/or their families)
· Willingness to undertake relevant training to ensure competency in post.  

Desirable

· Experience of working with or caring for older people (in a work or personal setting)
· Experience of working with volunteers, including an understanding of volunteer recruitment and support
· Knowledge of local area and community.  
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