South East Fermanagh Foundation

1 Manderwood Park, Lisnaskea. 

Co. Fermanagh BT92 OFP
FACT Project

JOB DESCRIPTION

	Job Title:
	Projects Officer (Part-time) 

	
	

	Responsible To:
	County Armagh Co-Chair of The FACT Project Steering committee + SEFF’s Management Board

	
	

	Location:
	FACT Project Offices, Manderwood Park, Lisnaskea 

	
	

	Working Hours:
	23 hours per week

	
	

	Salary Scale:
	£13,535 per annum and 6% Pension contribution


Purpose of Job

· Planning of practical work programmes for individual projects and organisation and monitoring of resources for same, principally benefitting the over 60’s
· To facilitate a regular volunteer workforce including volunteer induction and management
· Developing, overseeing and monitoring initiatives which promote relationships between in the older and younger generations.  

· Project publicity and promotion

· Representation of the FACT Project at public events where appropriate

· Development and maintenance of a monitoring and evaluation system

· Liaison with interested individuals, groups and organisations

· Network and liaise with other relevant organisations in facilitation and delivery of projects to meet identified members needs

· Work with fellow Staff and the Project Steering Committee in looking into ways of financially sustaining project without relying on funding

· Maintaining Project activities and operations in line with organisational policies and procedures
Other Responsibilities
· Keep accurate and up to date records

· Report to the Project Steering Committee on a regular basis

· Maintain office premises and equipment

· Maintaining membership/user  records

· Creation and distribution of a monthly newsletter

· Any other duties deemed necessary by your employer as a requirement of the post
· Evening and/or weekend work may be necessary in meeting the requirements of the post.

Personal Specification

Essential
· At least 5 GCSE’s at Grades A - C or equivalent (including English and Maths)

· A minimum of 3 years’ experience of Project Management within a community/voluntary sector setting working with and supporting Older people whether in a paid or voluntary capacity.
· Excellent organisational abilities and work priorities
· Experience of volunteer supervision

· Ability to work without direct supervision and self-manage 

· A welcoming manner and a willingness to work flexibly as part of a team 

· Networking and negotiating skills
· Hold empathy for the Older person’s sector and the constituencies to which the FACT Project seeks to support.
· Commitment to secure funding to further develop and sustain the project

· Have initiative and self-motivation

· Good written and oral communication and presentation skills

· Administrative experience

· Computer literate in word processing, spreadsheets, databases and internet use
· Have access to Transport for the purposes of the job
· SEFF reserves the right to enhance criteria for shortlisting purposes
Desirable

· Be trained in first aid

· Have experience of delivering training and workshops

· Have knowledge of website design and maintenance

