
Job Description                                                          
	Post title
	Community Project Coordinator

	Job Evaluation
	 E00160

	Grade
	Grade 9

	Service
	Regeneration

	Service area
	Housing, Communities & Leisure

	Reporting to
	Culture Partnerships Support Officer

	Location
	Your normal place of work will be Locomotion (Shildon), but you may be required to work at any Council workplace within County Durham

	Disclosure and Barring Service (DBS)
	This post is not subject to a Disclosure

	Flexitime
	This post is eligible for flexitime

	Politically restricted
	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role

To coordinate and support the project management of the Shildon and Newton Aycliffe Strategic Heritage Place, working collaboratively with partners and stakeholders to contribute to the delivery of the NLHF-funded programme, while operating proactively and with a high degree of autonomy.
Support the development of the Strategic Heritage Place by enabling local communities, organisations, and heritage practitioners to build capacity and agency, encouraging participation in activity aligned with agreed priorities, corporate objectives, and targets.
Liaise with, develop, and maintain links with the wider heritage sector networks and support the development and delivery of innovative programmes and events in line with partnership objectives to create experiences and places that are intriguing and inspiring, widening participation and supporting audience development.  

Duties and Responsibilities

Listed below are the responsibilities this role will be primarily responsible for:
· Support the delivery of programmes and projects as directed.
· Work independently on defined project tasks and lead on lower-value projects or workstreams. 
· Develop project briefs, business cases, and options appraisals to support effective delivery and outcomes aligned with Council priorities. 
· Identify and manage resources, budgets, and financial targets to ensure efficient project delivery. 
· Maintain accurate project documentation, including reports, risk registers, and key logs. 
· Apply project management best practice (e.g. PRINCE2) and contribute to continuous improvement. 
· Build and maintain effective relationships with internal and external stakeholders, ensuring clear communication and coordination. 
· Support procurement and coordination of consultants, contractors, and suppliers where required. 
· Represent the project at meetings, working groups, and external forums as needed.
· Act as a key internal and external contact for the Strategic Heritage Place (SHP)
· Support the development of a place-based approach and actively promote a culture of customer-centric continuous improvement.
· Develop the capacity and agency of local communities/organisations and practitioners to participate in heritage activity in line with agreed priorities, corporate objectives and targets
· Identify, initiate, develop and maintain appropriate partnerships with local, regional and national bodies in line with agreed priorities and corporate objectives and targets.
· Proactively forge links with local creative practitioners, heritage partners, audiences and key sector bodies and keep abreast of developments in the field of cultural project management generally and provide specialist advice across the culture service and SHP partnership.
· Ensure all SHP projects are effectively evaluated and work closely with the wider Engagement team to ensure insight and learning is carried forward into future projects.  
· Support the delivery of the Strategic Places evaluation and act as the key conduit for the NLHF Strategic Heritage Places programme evaluation.
· Work with partners to help promote and celebrate heritage expertise and support the growth of our next generation of heritage professionals and organisations 
· Be accountable for some budgets and income targets as assigned and be responsible for the care of assigned physical resources. 
· Produce appropriate reports and analyses, attendance at meetings and maintenance of accurate records of service uptake and other relevant data used to monitor and benchmark cultural engagement activities using appropriate frameworks.
· Assist in maintaining a healthy, safe and secure environment in accordance with Health and Safety policies, including management of H&S contractors as required and ensuring risk assessments are carried out for all cultural projects.
· Maintain and promote a culture of excellence in customer service, provide a friendly, welcoming and professional service and contribute towards a positive team spirit 
· Promote and implement the Authority’s equal opportunities policies in all aspects of employment and service delivery.


Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification
	Attributes
	Essential
	Desirable

	
Qualifications

	· A relevant degree or equivalent experience in relevant field e.g. history, heritage, culture, project management.
· Evidence of continuing professional development
	· Project management qualification


	
Experience

	· Excellent attention to detail, organisational ability and communication skills.
Production and management of project management tools and techniques such as risk logs, issue logs, project plans and resource plans.
· Understanding of the principles of project planning.
· Customer-facing client interpersonal skills.
· Effective written and verbal communication skills.
· Proficient use of IT including Microsoft Word, Excel, PowerPoint, Teams and Outlook.
· Analytical and decision-making skills.
· Experience in working with community partners, clubs/organisations, and volunteers
· Experience of working with people of differing ages, abilities and backgrounds
	· Experience of fundraising and grant applications to support creative programmes/ projects
· Experience of local government 


	
Skills and Knowledge 

	· Confident in the use of ICT systems
· Excellent customer service skills 
· Ability to provide appropriate reports and maintain accurate records of service uptake and evaluate all activities carried out using appropriate frameworks.
· Ability to think creatively and use problem solving skills.
· Excellent organisational and project management skills.
· Excellent communication skills including written and verbal presentation to wide ranging audiences.
	· Knowledge of culture segmentation and methodology

	
Personal Qualities

	· Personal interest in culture including heritage
· Ability to work unsupervised 
· Strong ability to contribute to team working 
· Enthusiastic, confident and self-motivated 
· Committed to the principles of equality and diversity
· Able to organise workload, prioritise competing demands and work to tight deadlines
· Ability to travel to sites across County Durham and the NE. 
· Ability to work a flexible working pattern including working some evenings, weekends and over-night stays away from home.
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