Job description

Job title:

Project Coordinator – Home Security Safer Van Projects
Band:                
Band 8
Salary:

£26,000 FTE per annum - including London Weighting

Reporting to:

Senior Service Delivery Manager
____________________________________________________________________

1. Purpose of the job
The main purpose of the role is to manage services and the project’s two Lock Fitters for Victim Support’s Home Security, Safer Van programme, which covers the boroughs of Lewisham, Bromley and Bexley. The role will involve receiving referrals to the service, booking appointments and creating job sheets for the project’s Lock Fitters. The Project Coordinator will have direct line management responsibility for the lock fitters, providing regular supervision, establishing work objectives and carrying out annual performance reviews. The Project Coordinator will also maintain a comprehensive manual and computerised database system, including data entry and statistical analysis of the project’s performance against targets. The role will require the completion of monthly, quarterly and annual reports on project progress in line with the contractual obligations from our funders and in accordance with Victim Support’s National standards, Policies and Procedures. Engaging in local events and activities to publicise and promote the service will be an integral part of the role, in addition to developing and maintaining effective professional relationship with partner organisations.
2. Main duties and tasks
· Provide line management support, including supervision, setting objectives and facilitating annual performance reviews to the project’s two Lock Fitters
· Co-ordinating the service delivery of the Home Security Projects for the boroughs of Lewisham, Bromley and Bexley
· Support project lock fitter staff in the completion of project specific documentation 
· Receive and action client referrals to the service, ensuring that high risk clients receive priority
· Receive  and respond to telephone/face to face general queries about the Home security service
· Maintain manual and computerised records in accordance with relevant internal and external policies, procedures and legislation and funding requirements

· Maintain accurate records of stock; equipment and materials, both into and out-going from the project/s
· Prepare purchase orders and invoicing in line with the purchasing of stationary, stamps, project stock and other office supplies
· Provide monthly, quarterly and annual statistical data demonstrating project/s progress and contract compliance to line manager

· Engage in local events and activities to raise awareness of Victim Support and promote the services of the Home Security projects 
· Promote the service to a range of audiences, including partner organisations and potential service users.  
· Produce quarterly and annual project plan outlining the key performance indicators for the project, targets and outcomes in line with contract compliance and funding requirements.

3. Generic responsibilities

· Manage personal resources and own professional development

· Ensure all duties are carried out in a manner which promotes Victim Support’s equality and diversity policies

· Undertake other activities as required

· Promote a health and safety culture within the workplace, observe all health and safety rules and procedures and all attend training courses as required

· Ensure all information is maintained in accordance with the Data Protection Act
· Undertake any other duties as required
4. Travel

· There will be a rare requirement for travel
5. Unsocial Hours

· There may be a rare requirement to work unsocial hours

This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.

Person specification:
Job Title:
Project Coordinator – Home Security Project
Location: 
Victim Support offices; Penge/Catford SE London
__________________________________________________________________

Experience of:

1. Knowledge and Experience

Essential


· Proven track record of successfully managing people in a statutory, voluntary or community work setting. (S)
· Experience of working with voluntary and statutory agencies including relevant professional roles, e.g. Health and Social Care, Police, Children Services, Adult services
· Knowledge of risk management and safeguarding issues
· Understanding and knowledge of an active commitment to promoting equal opportunities and diversity (S)
· A successful track record of building effective working relationships across internal and external stakeholders (S)
· An understanding of the current issues affecting victims of crime and particularly with regard to domestic violence (S)
· Understanding and knowledge of the requirement for confidentiality and safe working practice and maintenance of files in accordance with the Data Protection Act and other legal requirements 

· Experience of monitoring personal and team performance against targets and standards (S)
· Experience of purchasing goods/services,(including invoicing) and maintaining accurate and comprehensive expenditure accounts.
2. Skills and abilities

Essential


· Ability to work without direct supervision, prioritise work and deal with competing or conflicting demands/ needs and interests in an organised and methodical manner (S) 

· Ability to manage complex and high risk services effectively to vulnerable groups

· Ability to communicate sensitively and effectively both verbally and in writing with a wide range of people (S)
· Competent skills in IT including the use of Word/Excel and PowerPoint (S)
· Build and sustain effective relationships with colleagues and external partners
· Gather, analyse and use information and evidence from different sources to solve and resolve problems 

· Ability to record, store and process data to produce regular monitoring reports (S)

· Ability to think logically and plan methodically for operational effectiveness (S)
· Ability to influence other in order to build and develop an effective team(S)
· A strong commitment to promoting the interest, values and work of Victim Support

· Ability to recognise own strengths and address weaknesses

· Value and support others

3. Qualifications

O’level, GCSE grades A-C or Scottish standard grades or equivalent in English and maths

(S) = shortlisting criteria
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