Project Co-ordinator

Location: Kilmarnock, office based
Hours: 37 hours full time
Salary: £27000
Contract: Permanent 

Closing Date: Noon on 13th March 2026

About Helping Hands Project                    

Helping Hands exists to support elderly and infirm people throughout East Ayrshire with safe home maintenance, a shopping service and temporary use of wheelchairs. It is our aim to enable vulnerable people to live independently, to assist in the wellbeing, safety, and comfort of our clients. We work closely with families, clients, and partner agencies to provide safe, supportive assistance.

We are looking for a motivated, organised, and empathetic Project Co-ordinator to join our small and friendly staff team. This is a rewarding role, ideal for someone who enjoys working with vulnerable adults and co-ordinating services that make a real difference.

The Role

As Project Co-ordinator, you will play a key role in the day-to-day delivery of our services. You will support and manage staff, including HR responsibilities, work collaboratively with clients, referrer, and partner agencies. You will also contribute to service development, funding activity, and wider organisational goals.

This post requires flexibility, effective communication skills and candidates should have a “make a difference” attitude.

Key Responsibilities

· Build and maintain positive working relationships with staff, volunteers, Board members, and external partners.
· Be responsible for the efficient day to day running of the Project and ensure all jobs are allocated to the responsible operative.
· Be willing to cover/support both the shopping and maintenance services when necessary.
· To recruit and train staff and volunteers with due regard for relevant legislation in conjunction with the Board of Trustees.
· Ensure the day to day financial and administrative records are properly maintained and effective financial control is exercised. This includes payment of weekly and monthly wages.
· Provide reports as required by the local authority, OSCR and other agencies with Trustee approval.
· To promote the health and safety of employees at work and of service users through the implementation of Health and Safety Policies in accordance with all relevant statutory requirements.
· To manage effectively all resources such as buildings, equipment, and other assets.
· Apply for targeted funding opportunities to support the Project.
· Represent the Project at appropriate external events and meetings in accordance with the remit and status of the post.
· Be responsible for any other associated duties which may be consistent with the aims and objectives of the Project.

Skills & Abilities

· Effective communication skills, with the ability to build positive relationships with clients, their families, volunteers, and professionals.
· Ability to assess suitability and risk and make informed, balanced decisions.
· Good organisational and time-management skills, with the ability to manage a varied workload and caseload.
· Ability to maintain accurate records and contribute to monitoring and reporting requirements, using IT systems and databases maintaining client confidentiality.
· Confidence using IT packages such as Microsoft Office, databases, and digital communication tools.
· Confidence in delivering informal presentations and attending events.
· Ability to work both independently and as part of a small team.

Personal Qualities

· Commitment to equality, inclusion, and vulnerable adult-centred practice.
· Approachable, supportive, and professional manner.
· Flexible and adaptable, with a problem-solving approach.
· Resilient and able to manage emotionally demanding situations appropriately.

Desirable Criteria

· Relevant experience in social care, community work, or a related field.
· Experience of co-ordinating or managing a small team.
· Experience of multi-agency working and attending professional meetings.
· Experience of contributing to funding applications or reports.
· Experience of using social media or contributing to promotional materials.
· Full driving licence and access to a vehicle.

_________________________________________________________________________________________


HOW TO APPLY

Please submit a covering letter and C.V to Helpinghands41c@gmail.com for the attention of Joanne Fisher. If you would like an informal discussion about the role, please contact Joanne Fisher on the same email address.

Helping Hands is committed to safeguarding and promoting the welfare of vulnerable adults. The successful candidate will be required to undergo a PVG check.
