[image: ]JOB DESCRIPTION - COORDINATOR (INTERIM) 
[bookmark: _Hlk68175621]Fixed term till end December, Min 16 hours a week (flexible, in line with project needs) £13.46 per hour (£28,000 pro rata 2 days a week).    
The coordinator is a new role, reporting to the Director and supporting the team to relaunch programmes and establish new projects. They will need to balance a wide range of projects and priorities to ensure outcomes are delivered on time and in budget, working closely with partner organisations, participants, and colleagues (including permanent and freelance staff). The post holder will bring a wide range of practical skills and hands on experience meaning they can get stuck in, and their impact will be felt straight away. 
Purpose of the job
To provide comprehensive coordination for programmes and projects, supporting the team to simplify booking/ registration processes so we have maximum impact with minimum fuss.  
· Oversee delivery of two projects (an onsite recycle/ reuse shed and a gardening project in a local sheltered accommodation). 
· Centralise bookings for all programmes and projects through the website/ online booking system.  
· Ensure accurate records are kept, including attendance registers, H&S and safeguarding reporting 
All Staff Responsibilities:
· Work collaboratively with colleagues and partners to create a warm, welcoming, and safe environment for volunteers and visitors. 
· Take responsibility for own area of work, keeping up to date with best practice, attending training and updating colleagues in any changes to practice.
· Pro-actively enhance the volunteer and visitor experience, making sure specific areas of responsibility are open and accessible, and offering help & support as required.
· Follow all farm policies relevant to role, including (but not limited to) Health & Safety, Safeguarding, HR, Animal & Livestock, Environmental, and Financial. NB. All roles require enhanced DBS checks. 
· Work as part of the team, bringing own expertise and experience while recognising and respecting others.
· Understand the conflicting priorities at the farm, balancing environmental policy with programming and visitor experience to maximise all opportunities.
· Undertake other reasonable duties, as required.

Person Specification 
· Clear, effective communicator, experienced at supporting a diverse team.
· Proactive, solution driven. 
· Able to work under own initiative to deliver tasks to a high standard.
· Experienced at partnership working/ delivering projects with different stakeholders.   
· Good practical knowledge of word and excel, able to create documents including spreadsheets and timetables.
· Experience of online booking, confident learning and creating new systems.
· A track record of co-production with communities would be an advantage.    
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