High Peak CVS

Small Group Project Co-ordinator
Job Description
Job Title:                              Small Group Project Coordinator                            

Grade:                                   Scale 6 Pt 26-28  £21412 - £22845 Pay Award Pending (plus 5% pension contribution)

Reports to:                           Development Work Area Programme Manager

Hours of work:                    37 hours

Place of work:                     High Peak CVS

​​​​​​​​​​​
1. Purpose of the post:

This post is part of the High Peak CVS Development Team which promotes and supports the development of the voluntary and community sector in the High Peak. 

The specific focus of this post is to develop and support small voluntary and community sector groups in the High Peak, and in particular those which are disadvantaged, marginalised or rurally isolated.
2. Duties:

a) To identify and target marginalised, disadvantaged and rurally isolated voluntary and community groups.

b) To visit above-mentioned voluntary and community groups and assess needs

c) To respond to and support new voluntary and community groups

d) To advise on the organisation of small voluntary and community groups, for example, with respect to planning and financial skills, charity law and registration, constitutions, equal opportunities, running meetings, committee and group work skills and other relevant issues.

e) To help small voluntary and community groups identify sources of funding and provide help in completing funding applications.

f) To identify ways to meet specific training and development needs and organise appropriate training events and opportunities for development for voluntary and community groups.

g) To create, support and develop small voluntary and community networks as appropriate and to provide information about existing networks.

h) To encourage partnerships, consortia and joint initiatives, including appropriate research projects within the voluntary and community sector and elsewhere.

i) To encourage marginalised and disadvantaged groups’ voices to be heard and to influence local and regional policy and to encourage statutory bodies and other agencies to engage meaningfully with those groups.
j) To maintain appropriate recording and monitoring systems.

k) To provide regular written and verbal reports as required by the management, evaluation and monitoring processes of the Project.

l) To work in line with the High Peak CVS Equalities & Diversity Policy and to further its implementation.

m) To develop,  maintain and report to the Small Group Project Advisory Group and facilitate regular meetings in order to enable their guidance and support in the development and organisation of the Project. 
n) To produce a regular Small Groups Project newsletter  (currently 3 per year)
o) Contribute to the preparation and production of the CVS newsletter/mailings/web site and any other information material useful to the voluntary and community sector

p) To work in a complementary way with other local community development workers

q) To identify opportunities for future development of the project and to play a part in securing appropriate resources.

r) To undertake other reasonable tasks appropriate to the job as may be required from time to time

