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Diversity at Work




JOB DESCRIPTION

TITLE:      


Project Co-ordinator / Wellbeing Lead
SALARY:


£30,305 pro rata (actual £17,317)




Generous pension scheme

Private healthcare insurance
HOURS: 


20 hrs per week (working days to be agreed)
BASED:


New Scene Centre, Newton Lane, Chester, CH2 2HD
RESPONSIBLE TO:
Charity Manager
DUTIES AND RESPONSIBILITIES
Key purpose:  To co-ordinate direct service delivery with beneficiaries, internal partners and employers. To lead and co-ordinate our Wellbeing Hubs. 
1) To foster and maintain positive working relationships with all project partners such as schools/colleges, 3rd sector organisations, project beneficiaries, parents and carers, other support agencies and professionals.

2) To undertake in depth personal profiling with project beneficiaries, in order to establish suitable vocational choice and compile individual action plans.

3) To liaise with parents, carers, schools and other professionals involved in the life of the beneficiary to obtain profile information and the required support.

4) To build and maintain effective relationships with local employers and voluntary sector organisations, in order to set up suitable work placements for project beneficiaries.

5) To undertake accurate job analysis and risk assessments at the intended workplace to ensure suitability of work placements.
6) To support and monitor beneficiaries whilst in the workplace and to line manage job coaches.

7) To offer appropriate feedback to interested parties regarding beneficiary progress i.e. parents/carers, schools and associated professionals.

8) To link with local employers and arrange external work placements.
9) To help co-ordinate our weekly Wellbeing drop in services, overseeing pastoral support to our beneficiaries.
10) To help develop and maintain effective administrative systems and procedures for the project.

11) To undertake regular liaison with the Charity Manager, providing appropriate information and feedback.
12) To contribute to project, partnership and team meetings as necessary.
13) To promote the charity in a positive and professional manner, including attending events with our partners and utilising our social media channels.
14) The post holder may be required from time to time to undertake other duties, not specifically mentioned in this job description, commensurate with the role.
Andrew Ashford
Charity Manager 
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