DDURHAM CTEY

Job Title Project Manager (CEQO)

Responsible to Board of Trustees
Job Purpose

The Project Manager (CEQ) is responsible for the strategic leadership, management, and development of the
charity, ensuring it meets the needs of young people living in County Durham. The role involves developing
initiatives and partnerships that support the charity’s aims, ensuring safe and effective service delivery, and
securing the long-term sustainability of the organisation through fundraising and commissioning.

Key Responsibilities
Programme & Service Delivery

e Oversee the day-to-day operations of the charity, ensuring high-quality service delivery.
e Develop and maintain local knowledge and strong relationships with external agencies.
e Ensure young people have a voice in shaping the services that affect them.

e Oversee a diverse range of relevant and beneficial activities to young people.

Networks & Partnerships

e Develop and maintain strong partnerships with stakeholders, funders, volunteers, and statutory services.
e Represent the charity at relevant meetings, forums, and networking events to further its objectives.

e Lead on partnerships with the NHS, Public Health and County Durham’s Commissioning Team.

e Contribute to County Durham’s Sexual Health Strategy and the Teenage Pregnancy Board.

e Develop links with outside agencies to provide services to identified vulnerable groups.

Facilities & Equipment

e Ensure that all venues used by the charity are safe, appropriate, and well-maintained.
e Oversee the maintenance and management of equipment, ensuring it meets health and safety standards.
e Ensure charities vehicles are well maintained and regular risk assessed.

Marketing & Communications
e Oversee the charity’s promotion and marketing efforts, ensuring an active and engaging presence on the
website and social media.
e Raise the profile of the charity and its work within the community.
Administration & Governance
e Organise staff meetings, manage staff hours, and ensure adequate session coverage.
e Ensure staff adhere to organisational systems for data collection and reporting.
e Collate and present essential data for trustees, funders, and other key stakeholders.
Health & Safety & Safeguarding
e Lead on operational risk management and ensure legal compliance across all areas of work.

e  Work with the Office Manager to ensure appropriate insurance arrangements are in place.
e Act as the organisational lead on safeguarding, a critical incident and business continuity.
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e Ensure all charity policies are strictly adhered to and aligned with national health and safety guidelines.

e Oversee risk assessments for all activities and ensure safe practices are maintained.

e Keep up to date with legislation and national policies, ensuring staff follow best practices.

e Ensure all staff are properly qualified and receive ongoing training to maintain safe, high-quality service
provision.

e Oversee safer recruitment processes in line with best practice guidelines.

Management & Supervision

e Lead and support a values-driven, inclusive team culture that promotes collaboration, proactivity, and
accountability.

e Provide regular staff supervision, support, and annual appraisals.

e |dentify training needs and facilitate staff professional development.

e Address staff support needs and performance issues as required.

e Organise staff rotas and provide cover for youth sessions when necessary.

e Check and sign off Time Sheets and Mileage forms.

e Support recruitment and staff retention efforts.

Funding & Sustainability

e  Work with the Board of Trustees to develop and implement a funding strategy to ensure long-term
sustainability.

e Build relationships with funding bodies and trusts to secure financial support.

e Lead successful funding applications and explore diverse income-generation opportunities.

e Ensure timely and accurate reporting to funders and stakeholders.

Financial Management

e Oversee the charity’s financial management, ensuring responsible budgeting and financial sustainability.
e Work with the Board of Trustees and finance personnel to ensure financial accountability and compliance.

General Duties
e Ensure all work aligns with the charity’s commitment to equality, diversity, and inclusion.

e Promote anti-discriminatory practice in all areas of service delivery and employment.
e Undertake any other duties as required to support the charity’s mission and objectives.



