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Job Title: Capacity Coordinator
Project Description: This community-led post supports, encourages, and strengthens individuals, groups, organisations, and networks to enhance their ability to contribute to the regeneration of Ligoniel. The Capacity Coordinator will undertake a wide range of planning, coordinating, and support activities to maximise the impact of the Ligoniel Improvement Association (LIA), assisting it in developing and delivering its strategic plan while maintaining the involvement of all community-based groups and organisations.
Responsible To:  The Chief Executive of Ligoniel Improvement Association (LIA)
Duties and Responsibilities:

1. Community Representation: Represent the views, opinions, and requirements of various community groups at meetings and forums.

2. Meeting Management: Lead in planning, running, and recording effective meetings that adhere to good practice guidelines, including internal, external, and public meetings as required.

3. Event Support: Support local groups/organisations with the organisation of events.

4. Information Dissemination: Disseminate relevant information to groups and individuals as appropriate.

5. Funding Assistance: Identify and assist with securing funding for local groups as required.

6. Training Facilitation: Identify and assist with accessing relevant and appropriate training programmes for local groups as required.

7. Signposting Services: Signpost user groups to relevant agencies and services applicable to their needs.

8. Communication: Compile a bi-monthly newsletter.

9. Funding Applications: Identify and submit applications for funding to sustain the post of the Community Support Worker.

10. Representation: Provide relevant representation at meetings and conferences and disseminate information appropriately.
11. Record Management: Create and manage a written and visual record of all user group events in line with Data Protection Legislation and Good Practice guidelines, creating an archive for promotional and reporting purposes.

12. Liaison: Liaise with relevant statutory bodies, key voluntary sector organisations, and potential funders to ensure they are aware of the needs of local groups.

13. Monitoring and Evaluation: Assist all groups with monitoring and evaluation of progress and promoting their achievements to members and other relevant organisations.

14. Additional Duties: Perform any other duties relevant to the post as deemed necessary by the Board of LIA.
Personal Specification:

Essential Criteria:
· Qualifications:

A third-level qualification in a related field (e.g., community development, social work, etc.), OR 4 years’ experience in community activism, or self-driven education.

· Community Development Experience:

A minimum of 2 years of demonstrable experience in community development, working strategically and coordinating efforts across organisations or individuals.

· Networking Ability:
Proven ability to effectively network with both public and community sector organisations to foster collaborations and drive initiatives forward.

· Group Facilitation Skills:
Experience facilitating groups successfully, helping teams work together toward common goals.

· Fundraising Experience:
Demonstrable experience in fundraising, including writing successful applications to secure funding for community projects..

· Communication Skills:
Strong verbal and written communication skills, with the ability to engage diverse groups and individuals.

· Voluntary sector knowledge

(Have) a history of voluntary work

· Knowledge of the Ligoniel area

Demonstrable knowledge of the issues and challenges facing communities in Ligoniel or similar areas.

· Problem solving abilities

Proven problem-solving skills, with the ability to develop practical solutions to challenges.

· Team work experience

Ability to work effectively within a team and collaborate with external partners and stakeholders.

· Time management

Demonstrable ability to manage time efficiently, handle multiple tasks, and meet deadlines.

Desirable Criteria:
· IT Skills:
Competency in using Microsoft Word and other basic office applications Promotion and Marketing:
Demonstrable experience in the promotion and marketing of events and services.

· Promotion and Marketing:
Experience in promoting and marketing events, programmes, or services to the community.
· Budgeting: 
Experience in managing budgets for project-related activities.
· Experience with Diverse Populations: 
Experience working with diverse communities, including individuals from different cultural, socio-economic backgrounds.

· Conflict Resolution Skills: 
Experience in conflict resolution and mediation within a community setting.

· Knowledge of Local/Regional Policies: 
Familiarity with local and regional policies relevant to community work and development.
· Volunteer Management: 
Experience recruiting, managing, and supporting volunteers for community events/projects
Additional Notes:
Any person not meeting these specifications but who can demonstrate that he/she has 5 years of experience in related work and the transferable skills may be considered for the post.

This post is 37.5 hrs per week, until the 31st of March 2026 (subject to funding)

Salary £28,702 p.a.

Holidays: 24 days plus statutary days 
Additional Information:

· LIA is a registered charity supporting equal opportunities.

· LIA operates a no-smoking policy.


This post is funded by Belfast City Council Capacity Building Grant
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