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Holborn Community Association is recruiting a Project Coordinator to lead our 
People Shaping Place project.  Our current Project Coordinator is pursuing 
new opportunities and we are keen to appoint someone soon to help us keep 
up momentum across the project and build on the foundations they’ve built 
for the project. 
 
If you would like to talk to our current Project Coordinator about this role and 
why it's good to work for us contact len@holborncommunity.co.uk or take a 
look at our project page on our website. 
 
The project started in January 2026 with funding secured until the end of 
2028. The project is developing a resident-led network of community support 
on the Bourne and Tybalds Estates (in Holborn & Covent Garden ward).  The 
project focuses on estates experiencing high levels of deprivation and 
inequality, supporting residents to develop skills, confidence and ownership 
so they can shape, deliver and sustain community-led activities, events and 
campaigns. 
 
We are seeking someone who: 

●​ Can engage with the community in an open, accessible and inclusive 
way to understand their needs 

●​ Has experience involving volunteers in ongoing, active participation in 
their community 

●​ Is confident organising themselves and others 
 

●​ Salary: ( FTE £34,243). £27,394 pro-rata  dependent on qualifications 
and experience 

●​ Hours:  28 hours per week   
●​ Contract term: Permanent 

 
How to apply  
For an informal discussion of the role please contact Shamoli Mostafa, 
Community Development Manager at shamoli@holborncommunity.co.uk  
Complete application form and monitoring forms and submit to 
admin@holborncommunity.co.uk by 9am Monday 17th August. Please include 
Ref: PSP082026 in your email subject title. 
 

 

mailto:len@holborncommunity.co.uk
https://www.holborncommunity.co.uk/people-shaping-place/
mailto:shamoli@holborncommunity.co.uk
mailto:admin@holborncommunity.co.uk


Holborn Community Association                                                                                      
People Shaping Place - Coordinator Job Pack 
 
   
Interviews are planned for week beginning 24th August (in person) 
 
About Holborn Community Association 
 
Holborn Community Association (HCA) has been at the heart of our 
community for over 35 years.  We provide a lifetime offer of support; 
improving individual wellbeing and building connections and networks across 
the community.  
 
2000 People engage with us each year through four core programmes - arts, 
care, movement and play.  Across our three centres and through offsite 
community engagement activities we create accessible, inclusive spaces 
which bring people of all types together. 
 
Why work with us? 
 
As the coordinator for our People Shaping Place project you will play a key 
role in  a three‑year resident‑led project focused on building volunteer 
capacity, facilitating community dialogue and supporting 
community‑designed projects and campaigns. This is a great opportunity to 
engage with the community and shape the direction of the project and help 
HCA make a difference to people’s lives now and in the future. 
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People Shaping Place Coordinator Job Description 
 
Purpose of the post:  

●​ Empower community members to through volunteer, training and peer 
learning programmes to lead development and projects in their area 

 
Reporting to: 

●​ Community Development Manager 
 
Main areas of responsibility  

●​ Community engagement 
●​ Volunteer management including recruitment, learning programme 

and ongoing support. 
●​ Project delivery including co-facilitation alongside community 

members and partners. 
●​ Project management: partnership management, monitoring and 

evaluation, budget management. 
 

People  
●​ Lead recruitment and retention of volunteers to support activity delivery  

in accordance with HCA policies 
●​ Lead and organise training and induction for volunteers 
●​ Support and supervise volunteers on an ongoing basis through 

individual and group supervision 

Project Development & Delivery 

●​ Consult with and involve users and wider community stakeholders in 
the design of the project across the community 

●​ Ensure services are inclusive and accessible to all in the community 
●​ Ensure user views and feedback on service delivery are incorporated 

into delivery plans 
●​ Host and deliver projects for the community focused on issues and 

specific demographics identified as most in need by community 
themselves 
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●​ Deliver estate wide events supporting community campaigns on key 
issues identified by residents. 

●​ Oversee programme delivery, ensuring work plans are in place and 
regularly reviewed and monitored 

●​ Ensure that programme and project delivery meets contractual 
obligations (including preparation of reports) 

●​ Ensure all programme delivery meets compliance standards with risk 
assessments in place and health and safety procedures followed. 

Partnerships and Communication 

●​ Pursue ideas for new partnerships and projects for development across 
the organisation 

●​ Maintain existing partnerships particularly across local community and 
with other stakeholders 

●​ Develop and implement communications and marketing strategy for 
the project 

Finance 
●​ In collaboration with the Community Development Manager monitor 

and review budgets for the People Shaping Place project. 
 
General 

●​ Be flexible in the provision of the programme on a day-to-day basis,  
●​ Attend internal and external meetings relevant to the programme and 

to represent HCA when required. 
●​ Commit to learning and development  
●​ Undertake any other duties and responsibilities as may be reasonably 

required by the evolving nature of the work 

 

This job description is subject to periodic review and may change according 
to the needs of HCA and its services. 
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Terms and Conditions 
 
Salary:  FTE £34,243.  (£27,394 pro-rata) 
Hours:  28 hours per week 
Holidays:  25 days + 8 days Bank Holidays (pro rata as applicable) ​
Pension:  HCA is part of employer pension scheme administered by NEST​
Probation:  6 months​
Notice:  3 months.  
 

 

 

 



Holborn Community Association                                                                                      
People Shaping Place - Coordinator Job Pack 
 
Person Specification 

The person specification builds a picture of the type of person we’re looking 
for.  When you apply for a role with us we’ll assess the information you share 
against the person specification to create a short-list of the most suitable 
candidates for the role.  Shortlisted candidates will then be invited to an 
interview to further demonstrate their suitability for the role.  
 
Knowledge and qualifications Essential or 

Desirable 
Degree or equivalent professional qualification/experience in a 
relevant field (this might be voluntary sector, youth work or 
arts management) 

Essential 

Understanding of voluntary & community sector and resident 
led projects 

Essential 

Understanding and experience of working with diverse 
communities including children, young people and older 
people 

Essential 

Understanding of community development, resident 
empowerment and participatory practice 

Desireable 

Understanding of the principles and practice of safeguarding Desirable 
Experience  
Experience of working within community, voluntary or statutory 
sectors 

Essential 

Experience of working with volunteers to empower and 
develop skills, confidence and learning 

Essential 

Experience of project planning and delivery Essential 
Experience of successful partnership working Essential 
Experience of working in a small team Desirable 
Skills  
Excellent project development and management skills Essential 
Excellent people management  skills Essential 
Ability to build productive relationship with a wide range of 
stakeholders 

Essential 

Ability to problem solve Essential 
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Excellent communications and interpersonal skills Essential 
Ability to self-manage and work on own initiative Essential 
Good administration and IT skills Essential 
Personal attributes  
Commitment to working flexibly with possible evenings and 
weekends. 

Essential 

A commitment to participate in continued professional 
development. 

Essential 

Self-motivated and enthusiastic, embracing challenges and 
change. 

Essential 
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