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Job Title: Community Partnerships, Projects and Operations Coordinator (Fixed Term Project Funding 12 months)
Hours: 37 hours per week office based
Salary £35,000
Responsible to: Chief Executive 

Terms: Fixed Term 12 months

Based at: WVCA Offices, Paycare House, George St, Wolverhampton.

Role Responsibilities:	
VCS Infrastructure Support Staff
Working Relationships with e.g.: 
· Voluntary, Community, Social Enterprise and Faith (VCSEF) Organisations and Groups
· Work Colleagues 
· NHS Colleagues and Partners
· Local Authority Colleagues and Partners
· Funders

Main Objectives of the Post:  To ensure that the charity successfully meets the needs of all stakeholders; to manage Infrastructure Support Staff to meet contract service specifications; to develop partnerships and projects and support the VCSEF sector; to lead on new projects, project planning and management; to lead on funding applications for the charity and to manage their implementation; to lead on community participation; to ensure the effective and efficient operational management of the charity including health and safety and contract compliance.
	
Key Tasks

· Provide strong operational coordination of the VCS infrastructure staff   
· Lead on sourcing and securing financial resources through funding applications, enterprise opportunities for the charity and the wider VCSEF sector
· To identify and grow key partnerships, new projects and align with the charity’s strategy and direction
· Work closely with partners and the VCSEF sector as appropriate to ensure that the charity delivers the support and services that are required and/or contracted
· To lead on community consultation, engagement and participation
· Contribute to the marketing and promotion of the charity to grow and develop the charity 
· Review and oversee performance management processes to meet the needs of the charity  
· Ensure that the charity establishes and maintains good practice in service provision with the VCSEF sector
· Contribute to the Business Plan for the charity in order to meet objectives, targets and priorities for the future, including a financial and funding strategy
· Review, monitor and have oversight of the charity progress and achievements against the Business Plan and contracts including VCS Infrastructure
· Contribute to writing and securing funding bids to secure the developmental needs of the charity and the VCSEF sector.
· Promote and implement the charity’s Equality and Diversity framework and Health and Safety Policy

· Be fully conversant with changing legislation and performance expectations in areas affecting the work of the charity 

· Ensure that the charity promotional messages and operational practices are consistent with the values of the charity 
· Ensure effective procedures and processes are in place for successful project delivery
· Provide verbal and written reports to a range of stakeholders
· Attend a range of forums as required to promote the charity’s offer
· Undertake regular supervision training as agreed with the Chief Executive
· Carry out regular supervision of staff
· Other duties commensurate with the post




Person Specification

A credible and experienced service coordinator you will be able to demonstrate a strategic understanding of the VCSEF sector with experience of managing staff, securing funding and delivering outcome focused projects. 

	
	Essential
	Shortlist/Interview S/I

	Education & qualifications
	· Educated to degree level, NVQ Level 3 or equivalent level of experience.
	S

	Experience & Abilities



	· A minimum of 2 years’ experience of working in the Voluntary, Community Social Enterprise and Faith Sector (VCSEF) at Coordinator/Manager level or equivalent

· Entrepreneurial ability and experience and knowledge of successfully applying to funding bodies 

· Ability to work with the VCSEF sector in terms of engagement and participation to ensure sector representation and voice

· Experience of successful project planning and management

· Strategic/business planning and line    
management experience

· Marketing and promotion experience

· Experience of working with public sector            
 funding/commissioning agencies 

·  Experience of working within diverse communities with a good uunderstanding of and commitment to equality of opportunity and good working relationships 
· Experience of HR issues and the development of policies and procedures
	
S/I












· 
· 

	Skills
Analytical & Judgmental
	
· Well organised and able to prioritise and manage time effectively and produce accurate, high quality work to timescale

· Business planning, problem solving and strong analytical skills

· Able to research and use appropriate information sources within and outside of the organisation

· Ability to use Microsoft Office – Word, Excel and PowerPoint

· Excellent written and oral communication skills

· Able to communicate confidently and manage conflict effectively
	S/I

	Personal Qualities







Team & Collaborative working





	· Excellent interpersonal skills and ability to initiate and develop relationships with all staff and stakeholders

· Able to influence sector leaders and partners

· Commitment to the ethos, aims and purposes of the charity

· Demonstrate a commitment to teamwork and the fostering of close cooperation and active collaboration between departments and across disciplines

· Professional approach and image with a high level of self-motivation

· Ability to respond to changing priorities and pressures.
	I




Personal Attributes

· A clear commitment to the improvement and sustainability of the VCSEF sector with a view to promoting the health and wellbeing of local people

· Solution focused and proactive when faced with complex challenges

· Strong partnership and participation working approach

· Resilient under pressure

· A strong commitment to collaborative working

· An effective and clear communicator 

· A strong and effective negotiator

· An effective manager able to bring out the best in colleagues and partners

· A clear and objective thinker able to cope well under pressure

· Adaptability, flexibility and ability to cope with uncertainty and change
 
· An ability to maintain confidentiality and trust 


Additional Information

Base
WVCA offices, Paycare House, George St, Wolverhampton.
Holiday Entitlement
You will be entitled to 25 annual days’ leave and 8 bank holidays (all pro-rata)
Sick Pay
Entitlement is according to WVCA’s General Terms and Conditions of Employment
Superannuation
Staff will be enrolled into WVCA’s auto-enrolment pension scheme.
Probationary Period
The appointment is subject to a probationary period of 3 months.
Non-smoking Policy
WVCA operates a non-smoking policy within the building.
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