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Job Description
Family Support Collaborative Coordinator
Job Title		: Family Support Collaborative Coordinator
Hours			: 24 - 30 Hours per Week (Flexible Working Available)
Contract		: Fixed Term – 2 years. 
Location		: Clackmannanshire (Hybrid Working)
Responsible to	: Deputy Chief Executive, CTSI
Salary			: £28,560
(Please note that CTSI is currently progressing a proposed merger with Stirlingshire Voluntary Enterprise (SVE) which will not affect the term of this role.)
Role Purpose Summary
The Family Support Collaborative Coordinator will be the operational "glue" that helps connect families, Family Wellbeing Hubs, third sector organisations, and Collaborative partners including the Early Intervention team at Clackmannanshire Council. The role is focused on coordination, communication, engagement, relationship-building, and administration, ensuring that Family Hub activity and the Family Support Collaborative, made up of over 50 locally-based third sector organisations operates effectively and that families can access the support they need when they need it in their communities.
About the Role
The Family Support Collaborative Coordinator will play a key role in supporting the effective delivery of family support activity across Clackmannanshire. Working closely with Family Hub partners, Collaborative members, families, and community organisations, the postholder will act as a central point of connection, communication, and coordination.
The role will support the day-to-day operation of the Family Support Collaborative, ensuring that partners remain connected, information is shared effectively, and collaborative activities are delivered successfully. The postholder will also provide administrative support to the Family Support Collaborative and Leads Group, helping coordinate meetings, actions, communications, and engagement activities.
The Coordinator will work directly with families, communities, third sector organisations, and partner agencies to help strengthen local support networks and improve early access to services and opportunities.
Key Responsibilities
Family Hub Coordination and Community Engagement
· Act as the first point of contact for Family Hub partners, ensuring effective communication between families, third sector organisations, Collaborative members and the Family Support Collaborative Leads Group.

· Lead on the planning, organisation, and delivery of Family Hub activities across Clackmannanshire.
· Develop positive and supportive relationships with families accessing Family Hub services and activities.
· Promote Family Hub activities and opportunities within local communities.
· Support families to identify and access appropriate services, community resources, and local support networks.
· Assist with the planning and delivery of community engagement events, workshops, and information sessions.
· Gather feedback from families and communities to help inform the ongoing development of Family Hub activity.
· Support inclusive approaches that encourage participation from families who may experience barriers to engagement.
· Support the Family Support Volunteer programme which helps develop volunteers within local groups with wider knowledge about the Collaborative services.
Family Support Collaborative Coordination
· Act as a key point of contact for members of the Family Support Collaborative.
· Support effective communication and information sharing between Collaborative members and partner organisations including sharing information on a teams channel or through emails and bulletins, when required. 
· Maintain regular contact with third sector organisations, community groups, and statutory partners.
· Coordinate the distribution of information, updates, opportunities, and relevant resources across the partnership.
· Support the delivery of collaborative activities, projects, and events.
· Build and maintain positive working relationships that strengthen partnership working and collaborative approaches to family support.
Administrative Support
· Provide high-quality administrative support to the Family Support Collaborative and Leads Group.
· Organise and coordinate meetings, including scheduling, invitations, venue arrangements, and online meeting administration.

· Maintain records of discussions, decisions, and actions and monitor and track actions arising from meetings and follow up with relevant partners and stakeholders.
· Support the preparation and distribution of updates, briefing papers, and partnership communications.
Partnership Support
· Work collaboratively with third sector organisations, community groups, and public sector partners to strengthen relationships and communication.
· Attend partnership meetings, networking events, and community engagement activities as required.
· Operate a twice-yearly with Collaborative leads a Knowledge Exchange event for collaborative partners and statutory partners to meet up and share learning. 
· Promote awareness of family support services available across Clackmannanshire.
· Help identify gaps, barriers, and opportunities raised by families and partners and share information with relevant members of the Collaborative.
Monitoring and Reporting
· Maintain accurate records relating to Family Hub activity and Collaborative engagement including record participation,  engagement, and activity data.
· Support the collection of case studies, feedback, and examples of good practice from families and partner organisations.
· Assist with the preparation of reports and monitoring information required by funders, partners, and governance groups.
· Ensure information is managed in line with organisational policies and data protection requirements.
General Responsibilities
· Promote the values, aims, and objectives of CTSI and the Family Support Collaborative.
· Work in accordance with organisational policies and procedures, including safeguarding, health and safety, equality, diversity, and data protection.
· Undertake relevant training and professional development activities.
· Carry out any other duties commensurate with the responsibilities and grading of the post.

Person Specification
Essential Experience
· Experience of working within the voluntary, community, public, or family support sector.
· Experience of providing administrative and coordination support.
· Experience of organising meetings, events, workshops, or community activities.
· Experience of working with a range of stakeholders and partner organisations.
· Experience of maintaining accurate records and information systems.
Essential Knowledge
· Understanding of the challenges and opportunities facing children, young people, and families.
· Understanding of community-based support services and the voluntary sector.
· Awareness of partnership working and collaborative approaches.
· Knowledge of confidentiality, safeguarding, and data protection requirements.
Essential Skills and Abilities
· Excellent organisational and time-management skills.
· Strong administration and record-keeping skills.
· Effective communication skills, both written and verbal.
· Ability to build positive relationships with families, communities, and partner organisations.
· Ability to manage multiple tasks and competing priorities.
· Competent user of Microsoft Office and digital meeting platforms.
· Ability to work independently and as part of a team.
Personal Qualities
· Excellent listening skills, patient and considerate. 
· Approachable, open,  friendly, and supportive.
· Strong commitment to improving outcomes for children, young people, and families.
· Collaborative and relationship-focused approach.
· Reliable, organised, and proactive.
· Flexible and adaptable.
· Committed to equality, inclusion, and community empowerment.

Desirable Criteria
· Experience of supporting family, community, or wellbeing-focused initiatives.
· Experience of working in a partnership or collaborative environment.
· Knowledge of services and community networks within Clackmannanshire.
· Experience of supporting volunteer, participation, or engagement activities.
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