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	Job Title:
	Project Coordinator

	Location:
	SFCT, Wildside Centre, Whitebridge

	Reports To:
	Chief Executive Officer




Job Purpose:

To coordinate and ensure delivery of a range of projects that support the Trust’s strategic aims and the objectives of the Community Action Plan of enhancing wellbeing, sustainability and resilience in our communities.

Key Responsibilities:
1. To ensure assigned projects are delivered on time, within scope and budget.
2. To establish project Steering Groups of relevant Trust and community representatives and support them to ensure the delivery of the projects.
3. To agree the scope and budget of project with the Steering Group, develop a project plan, actively arrange and coordinate the implementation activities, monitor progress and produce an end of project report on completion.
4. To build strong relationships with community members, volunteers, partners and organisations involved or affected by the project.
5. To facilitate community consultations and feedback sessions as required to ensure project completion.
6. To recruit, support and coordinate volunteers as required to ensure project completion.
7. To liaise with statutory bodies, funders, and third-sector partners as required to ensure project completion.
8. To organise and lead regular, formal Steering Group meetings and issue minutes.
9. To liaise closely with the CEO to clarify required outcomes, priorities, work plans and timings.
10. To maintain accurate records, prepare progress reports, including raising issues and risks in a timely manner, and contribute to Funder and internal evaluation reports.
11. To ensure activities are carried out in compliance with grant conditions, if appropriate.
12. To promote projects through newsletters, the Trust website, social media and local press.
13. To represent the Trust at community events and stakeholder meetings.
14. To make presentations on proposed and planned projects as required.
15. To undertake other relevant tasks as requested by the Board or CEO from time to time.



Qualifications and Experience:
Whilst no specific qualification is required, experience in a similar role using MS Project or equivalent software is essential.
	Essential Skills

	Project Coordination and Delivery
	Proven project coordination skills.
Ability to plan, prioritise and organise work activities to achieve project outcomes within time and budget.
Ability to identify risks and develop mitigation strategies, especially in resource-constrained rural settings.
Proficient in monitoring, reporting and evaluating projects including production of regular progress and risk reporting and completing end of project reports and impact evaluation reports.

	Technical and Administrative Skills
	Competent in managing small to medium-sized budgets, including procurement and financial reporting.
Good awareness and understanding of the control of project budgets and related financial processes.
Awareness of project management software and confident user of MS Office software.
Awareness of planning regulations, health & safety and rural development frameworks which apply to Scotland.

	Stakeholder Engagement and Interpersonal Skills
	Ability to work collaboratively, build trust and maintain relationships with Steering Groups, local community members and Board members.
Knowledge and experience of working with the public, private and voluntary sectors.
Understanding of community development trusts or similar types of organisations and the key issues relating to the community of Stratherrick and Foyers.
Knowledge and understanding of committees and ability to organise and chair meetings.

	Personal Skills
	Logical and diligent with attention to detail.
Excellent presentation and communication skills.
Flexible and adaptable to changing demands.
Driving licence and access to transport.



	Desirable Skills

	Past Experience
	Experience working with community trusts or in the third sector.

	Funding
	Knowledge of funding processes and grant reporting.

	Project Experience
	Familiarity with social housing, sustainability, property acquisition, event management or wellbeing initiatives and projects.
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