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Community Resource Centre  

Company No. – 30234R  :   Charity No.  – 251430  


Community Resource Centre Coordinator (37½ hours a week) - Full Time post for 3 years 

Job description

Hermon Community Resource Centre is a not for profit community initiative, with a programme of work to develop the Hermon Community Resource Centre as a site to house community events, social enterprise office space, training, conferences and to showcase rural Eco & sustainable development initiatives. The grant secured from the Big Lottery Fund will enable the community to complete the internal kitting out of the new extended Resource Centre and to employ a full time coordinator for three years and a part-time Site Works officer for one year. 
The Big Lottery Funded COORDINATOR post will focus on developing a calendar of events and activities to take place at the site.  The Big Lottery has endorsed targets and outcomes that would need to be delivered and monitored by the coordinator. Outcomes include developing a programme of 6 conferences per year by the end of year 3, renewable energy training events and talks, supporting the development of 3 new social enterprises by the end of year 3, working with regional life long learning providers to deliver 50 training sessions by the end of year 3. 
There will be a need to work closely with the Big Lottery grant officer to provide evidence and information on community developments and findings. There will be regular monitoring information that needs to be collated and returned to the funders. Also any additional funding and development opportunities need to be worked up as bid submissions.

Job Purpose

(i)      
To work with the members and community of Hermon, Glogue and Llanfyrnach in completing the kitting out of the new Eco extension to the site.  Discussing day-to-day issues with the architect and ensuring the community voluntary committee is kept fully informed. To oversee the budgets and ensure expenditure is controlled within agreed costings.

(ii)     To develop a calendar of events and activities for the 150 seater hall and meeting rooms. Advertising talks and training events. Discussing with partner organisation, topics for regular conferences.  Events will need to focus on sustainable living initiatives
(iii)      
To work with the community of Hermon, Glogue and Llanfyrnach in identifying, developing and implementing new community and social enterprise activities. New activities to focus on Sustainable living, life long learning, renewable energy and intergeneration initiatives
(iv)     To support the current users of Hemron Community Resource Centre and develop organisational central resources such as photocopying, Wi-Fi, video conferencing and other sustainable services where sufficient demand is identified.

(v)     To line manage other paid staff and volunteers. 

(v)     To ensure regular contact with the Big Lottery Grant officers providing regular returns and annual information on progress. Also identifying additional funding opportunities for the community.
A relevant background might be in project management, conference management, hospitality, building management – particularly in the community sector.
Responsible to:
Chair of Hermon Community Resource Centre Committee – Mr Bill Davies
Hours of work: 
37½ hours per week, mainly within standard office hours.  Evening or weekend work will be required and time will be offered in Lieu of additional hours worked.

Place of work:  
This post will be based in The Hermon Community Resource Centre. 

Salary:
£23,000 per annum. A job share solution would also be considered should there be several candidates looking for part time work only.

Contract Term:
The Big Lottery Funding is for this post is 36 month. 
Holidays:
28 days per annum to include statutory holidays

Transport:
The use of a car is required.  

Notice Period:
3 month probationary period during which notice period is 1 month on either side. After that, notice period of 3 months applies.

All interested candidates should send their CV and covering letter to:

Community Resource Centre Hermon, Hermon, Glogue, Pembrokeshire. SA36 0DT.

Contact - Phone Cris Tomos: Treasurer - 07974 099 738. E-mail cris.tomos@surfwise.co.uk

Closing Date:

Friday 20th January 2012
Interviews – Saturday: 28th January 2012
Candidates shortlisted for an interview will be required to provide a 10 minute presentation on the topic of “Timeframes & Milestones for developing sustainable income strategies for Hermon Community Centre within 36 months” 

Major Tasks and Job Activities

· The completion and kitting out of the resource centre will be the first important milestone. The community has secure £143k to fully kit out the new Eco extension. The new building provides a 150 seater hall and 2 new meeting rooms/offices. Ensuring the swift completion of the site with ensure maximum income form site users over the 36 month period of the grant.

· Preparing a calendar of events at the site. Developing promotional and information materials. Using local contractors and businesses to develop additional media, website and social network systems to highlight events and conferences.
· Working with a range of groups and new ideas to identify, develop and implement sustainable initiatives. We have a target of 3 new social enterprises to be developed with in the community of 36 months. The role will require the applicant to work with the community groups from initial project ideas through to implementation.

· Supporting community groups in establishing themselves as social enterprises. Particular focus on creating sustained employment and green/eco opportunities.  Assisting with community social enterprise share offers to fund new developments.

· Managing/coordinating new emerging projects as required, including liaising with funders and partners, planning and implementing project activities, keeping records and providing reports (verbally and in writing) to relevant stakeholders

· Organising conferences, training and advice surgeries with the support of community groups. Ensuring that there is a partnership approach to working with existing providers and neighbouring community facilities.
· Organising and delivering presentations, training, and promotional events 

· Participating in Hermon Community Resource Centre development meetings, including presenting, facilitating, note taking or carrying out other supporting roles as required

· Developing partnerships with a wide range of organisations to assist with development of sustainable projects 

· Identifying funding sources and writing funding applications

· Supporting volunteers and line managing staff as required

· Participating in the organisational development of Hemron Community Resource Centre as required

The Hermon Community Resource Centre staff are expected to carry out their own administrative/IT work, including word-processing, internet research, e-mail, development of training and presentation materials, maintenance of records, timesheets and expenses records. The committee will initially require weekly reports on actives delivered and planned.
Person Specification

Essential criteria:

· Project Management skills to multi-task, manage own workload efficiently and achieve targets on more than one project at a time

· Proven ability to organise events and / or conferences. To write clear accurate and concise pre and post event reports and evaluations.
· Good general knowledge of the wide range of sustainable community initiatives
· Good understating of managing community venues and renewable energy within community venues.

· Ability to understand and keep up to date with community and third sector training developments. 

· Demonstrate confidence in engaging with relevant stakeholders and partnership organisations at all levels

· Excellent verbal and written presentation skills, and ability to engage and motivate people at all levels

· Ability to multi-task, manage own workload efficiently and achieve targets on more than one project at a time

· A flexible, dynamic and creative approach

· Computer literate: Windows, Word, Excel, PowerPoint, e-mail, internet, database
· Ability to work with minimum supervision, able to manage own time and work on own initiative, but        must be a team-worker, committed to the success of the whole community volunteer team
· Ability to line-manage other project staff and volunteers
· Enthusiasm and commitment to environmental and social welfare objectives

· Numerate and literate

· Driving licence and access to own car

· Ability to develop office systems and to keep tidy and efficient records

Desirable criteria
-
Ability to communicate effectively in the Welsh language is highly desirable – in both verbal and            written form.

· Academic qualifications in a relevant technical discipline eg. Project Management, Community engagement, environment, conferencing or building services

- 
Experience of working with community groups and / or social enterprises

-
Experience in organising and facilitation of meetings and other events, and of production of promotional or information materials

-
Experience of organising training workshops and recruiting tutors.


-    
Experience of working in, or in support of, local community enterprises or statutory authorities.

-    
Experience of cross-sectoral partnership working

-
Experience of working with Volunteers

-    
Experience in managing press and media contacts
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