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Job Title:		Project Officer
Responsible to:	Board of Trustees/ Directors 
Reporting to:		Programme and Development Manager
Salary:			£31,850 per annum - 3% employer pension contribution 
			
· Mon-Fri – 35 hours per week (start/end times will vary daily).  36 days annual leave per annum- includes bank holidays).  Job share will be considered.
The SMCA, a small charity, runs a successful community hub.  We have a small staff team who deliver a range of exciting activities, events and projects.  We work hard to ensure that there is something on offer for everyone in the community and are constantly developing new and exciting programmes.  
We are looking for an exceptional individual to join us.  Experience in project management, community development, outreach and engagement work and interacting positively with people is essential, as is a willingness to get involved.  You will be confident to lead on/deliver activities and projects, and a flexible approach is a must.
You will need experience of all aspects of project/activity management – from risk assessments and H&S to planning, supervising, delivering and evaluating, promoting, consulting with beneficiaries and gathering feedback/case study information.  
Experience of monitoring, data collection and reporting to funders is also a requirement of the role as is an awareness and understanding of Safeguarding practices.
It is likely that our projects/activities will grow, so we are seeking individuals who can work with change, give informed suggestions and ideas on projects and activities, can adapt and be flexible and grow a sense of commitment and care for the community hub and the work we are trying to achieve.  
Experience of managing staff is a required skill.
You need to be a great communicator and really enjoy working with people.  Your enthusiasm, professionalism and welcoming approach is essential.
As a community hub, we have regular contact with people from diverse backgrounds, of all ages and abilities.  We need people who can respond to individuals’ needs, who can multi-task, paying close attention to accuracy and detail and who are not afraid to roll up their sleeves to get things done.
Experience of promotion and marketing (design, productions) will be useful, as will experience in using and editing social media platforms and websites.  
You will be a keyholder and be responsible for checking the building during your session, paying attention to Health and Safety, cleanliness and hygiene and supporting the groups/individuals using the hub during your shift.   
Punctuality and reliability are essential requirements of this role as are good communication skills. 
You will be responsible for setting up rooms to meet the needs of projects, for stock taking and audits of equipment and resources. 
We offer a thorough induction, regular support sessions and team meetings.  We also offer a well-being package and access to training.  
Role 
General Administration and Supporting SMCA projects – you will
· Be involved in day-to-day administration e.g., checking the info email inbox, dealing with telephone calls and making sure enquiries from customers, delivery partners and general enquirers are dealt with appropriately. 
· Be confident in composing emails, correspondence and reports to a high standard.
· Be Microsoft proficient using your full range of IT skills, to support the smooth and efficient operation of the office.  This could include:
· creating and managing spreadsheets using Excel.
· developing/using databases keeping them up to date and stored in accordance with data protection requirements.
· overseeing and updating the hub’s shared Outlook calendar.
· maintaining electronic filing and ensuring that records are up to date.
· using your numeracy, research and data analysis skills to help collate information and user statistics which can be used for evaluating and analysing our projects and activities.
Marketing and promotions – overseeing/contributing to
· SMCA’s social media platforms, creating publicity and promotional materials using Canva or other design packages – for projects/activities and core work.  
· Our website, digital and fixed notice boards.
Project support
· Working closely with the Programme and Development Manager, you will ensure that the SMCA projects have the right resources and equipment needed to deliver successful sessions. 
· Plan and lead on SMCA’s core activities and projects – responsible for planning, delivery, supporting staff and volunteers, and collecting monitoring and feedback information.  
· Contribute to internal and external reports – impact reports/case studies etc.
· You will take payments and maintain finance records for activities/projects that SMCA delivers.
· Line manage the SMCA sessional staff and volunteers and expected to lead by example.  Your ability to develop strong, successful, and collaborative working relationships will be critical in ensuring that they are comfortable and confident in their roles and feel part of the SMCA team.
Working with Community Hub Users 
· Supporting groups to deliver their activities or events, ensure users adhere to rules of conduct, as set out in their Hire Contract/Agreement. 
· Dealing with people calmly while being clear about the rules and procedures that must be observed; you will also act as the nominated Health and Safety lead providing information to users about this. 

Managing the Community Hub Environment – you will
· Ensure our space is clean, hygienic and tidy, keeping our space feeling welcoming, fresh and fit for purpose and safe for colleagues and community hub users.
· Conduct daily/regular building checks to ensure that rooms are clean and set up for the planned activities.
· Be a keyholder - responsible for checking doors, windows, power sources, taps etc., setting the alarm and locking the building when necessary. 
· Monitor the condition of equipment and conduct health and safety/risk assessments of the premises and its surrounding pathways and garden, producing written reports as required and updating them on any outstanding work and issues.
· Keep up to date with relevant H&S requirements i.e., COSHH, PPE, and adhere to Government guidance applying requirements in a timely manner. 
· Monitor and carry out regular fire alarm testing and logging as requested and carry out emergency procedures in the event of a fire, flood, break-in, accident, or major damage.
General Conduct and Personal Attributes
Maintaining a strong work ethic, being honest and trustworthy, punctual, reliable, with a pride in quality of work and observing SMCA’s policies and procedures at all times. 
You will be professional in your approach, maintaining the confidentiality of SMCA’s business, and adhering to strict guidelines around the confidentiality of Community Hub users, colleagues and volunteers.
You will be polite, approachable and helpful showing enthusiasm and demonstrating a can-do attitude. 
Contributing to a positive work environment, communicating effectively, and building positive working relations, with users, staff, volunteers, and trustees to promote the smooth and safe running of the Community Hub.  
Work both as part of a team, and independently, knowing when to refer matters up the line for guidance.
Other
You will need to be able to carry out manual handling tasks with reasonable adjustments.
You will be able to cover other members of the team in times of absence 
You must undergo a DBS check and work-related training as required.
Person Specification:
	Skills and Experience and Qualifications 
	Essential
	Desirable
	Assessed

	Face to face work with community members
	Y
	
	A/I

	Experience of project planning/delivery/monitoring
	Y
	
	A/I

	Planning and delivery of workshops/events/outreach/engagement sessions or similar
	Y
	
	A/I

	Experience of using design packages and social media platforms
	
	Y
	A/I

	Experience of managing a team of staff and volunteers
	Y
	
	A/I

	Experience of using and updating websites 
	
	Y
	A

	Understanding of H&S and risk assessment
	Y
	
	A

	Awareness of and understanding of Safeguarding policies and procedures for vulnerable groups
	
Y
	
	

	Administration and record keeping (use of Microsoft office including Excel, modern processes and associated technologies, database skills)
	Y
	
	A/I

	Good communications skills – written and oral including report writing.
	Y
	
	A/I

	Analytical skills. 
	
	Y
	A/I

	Accuracy and attention to detail
	Y
	
	A/I

	Knowledge of COSHH, PPE and related H&S standards
	
	Y
	A

	Able to carry out manual handling tasks with reasonable adjustments
	Y
	
	A

	Ability to work as part of a team, promoting team cohesion
	Y
	
	A/I
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