

[image: image2.png]



CLAPHAM PARK PROJECT
JOB DESCRIPTION
Job title:


Activities Coordinator
Reporting to:

Community Partnership Manager
Salary:


£26,000 per annum
Hours:


35 hours per week

Location:


Brixton Hill Place, London, SW2 1HJ
Purpose of job

· Working together with the Community Partnership Manager to have responsibility for research, support and delivering of a range activities to all age groups.  
· To ensure the planning, development and monitoring of all project activities meet with the overall strategical direction of the organisation. 

· To ensure all outputs, outcomes, milestones and expenditure are achieved.
Main Duties and Responsibilities
1. To research, plan and develop appropriate activities for different age groups, identifying gaps and create further opportunities through collaborative working in partnership with other organisations and stakeholders.
2. To widen the membership through promotional activities.

3. To help recruit and train volunteers to assist in the delivering the activities.
4. To provide a regular calendar of events and opportunities to promote the activities available, using a variety of media appropriate to the users.
5. To provide users with information about transport and accessibility options, and where necessary, arrange for assistance.
6. To carry out risk assessments for all activities and events, regarding the venue, accessibility, transport options, procedures for any payment and the users’ own health and disabilities. 
7. To book, assist in setting up and clearing away of venues for activities. 

8. To record, maintain and provide regular data for monitoring, evaluation and development of the project activities, including the recording and monitoring of cash payments for activities, events and trips. 
9. To obtain regular feedback from users about activities and events to improve the service.

10. To produce or arrange for promotional materials for activities/events and organise and attend and present the information to raise awareness to the wider population. 

11. Working as part of a small team, assisting with the day-to-day running of the organisation and its activities and help promote its work. 
12. To assist at Clapham Park Project events, in particular, the annual Fun Day and volunteer events.
13. To be aware of, and work in accordance with, the organisation’s policies and procedures, e.g. Health and Safety, Diversity and Confidentiality.

14. To undertake, from time to time, any other duties that are in keeping with the overall scope and nature of the post.
15. To be able to work on evenings and occasional weekends as required.
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