Regional Fit as a Fiddle Project Co-ordinator

Job Description

Salary:

£15,000 (21 hours per week)

Position:

Fit as a Fiddle Project Co-ordinator

Location:

Age UK Nottingham Office 

Responsible to:

Regional Chair, reporting to the Regional Portfolio Group

Duration of post:
Fixed term contract funded by the Big Lottery Fund until September 2012

Job Purpose:

To be responsible for the continued delivery of the East Midlands Regional Fit as a Fiddle project/s as set out in the contract between Age Concern England and the Big Lottery Fund.

Main Responsibilities:

1.
To sustain the approved plan of the Regional Portfolio Group for the continued effective delivery of the Fit as a Fiddle individual project/s in the region

2.
To work with identified local Age Concerns (ACs) and their partners, to ensure that they are planning, delivering and monitoring their project/s against key milestones and budgets

3.
To work closely with local project leads to ensure robust and transparent financial planning and budget management are maintained in respect of individual projects and the overall devolved allocation

4.
To be responsible for project and financial reporting on the progress of the Fit as Fiddle project(s) in the region (including preparation and presentation of reports as required) to the Regional Portfolio Group, the National Portfolio Team and the National Fit as a Fiddle Project Manager

5.
To co-ordinate potential and existing links, and liaise with, a network of regional health professionals, voluntary organisations and other stakeholders to assist with the delivery of the individual project/s as decided by the Regional Portfolio Group.

6.
To ensure that effective identification and dissemination of shared learning is achieved in relation to all projects, working closely with partners to maximise use of existing communication channels

7.
To promote and develop initiatives (where appropriate) to publicise the portfolio of projects within the region including undertaking public speaking engagements to promote the concept of Healthy lifestyles for older people

8.
To help support the delivery of project/s where applicable

9.
To assist in the recruitment and training of older volunteers and project staff at local level (where applicable) in agreement with the Regional Portfolio Group

10.
To ensure that all local individual projects and delivery organisations are using a Vulnerable Adults and Child Protection policy

11.
To ensure that no changes are made to any local individual projects without prior consent of the Big Lottery Fund via communication with the National Portfolio Manager

12.
To ensure that the terms and conditions of the contract with Age UK and the Big Lottery Fund are implemented across the region

13.
To identify and advise relevant stakeholders of future funding streams and opportunities in order to sustain the provision of future Fit as a Fiddle projects in the East Midlands region

14.
To provide any information that the National Portfolio Team may require to present to the Big Lottery Fund

15.
Any other duties as advised by the Regional Portfolio Group

Regional Fit as a Fiddle Project Co-ordinator

Person Specification

Skills and Abilities

Essential

· Strong commitment to enabling older people to remain independent and enjoy a quality of life

· An empathy with and understanding of the needs of older people

· Excellent interpersonal and communication skills and the ability to relate to people from a wide range of cultures and backgrounds

· Good organisational skills and the ability to prioritise workload and respond well to challenges

· Ability to think creatively and work on own initiative 

· Good IT skills with knowledge of standard Microsoft packages

· Flexible, adaptable, energetic approach 

Experience

· Experience of designing educational and good practice materials
· Organisation and Administration skills
· Monitoring and evaluation systems

· Building effective working relationships at internal and external level

· Financial monitoring and preparation of reports to relevant groups

Desirable

· Knowledge of the voluntary and statutory sectors

· Knowledge of the role of health, social and voluntary sectors in relation to service provision for older people

· Experience of working in a health promotion role

· Interagency working
· Experience of working with older people or other client group
· Project management techniques

Other

· Commitment to promoting equality and diversity

· Willingness to travel with occasional overnight stays

