Role Profile 

	Title:             Project Co-ordinator                                         

	Reports to:  Alfred Williams Heritage Society Management Committee (AWHS)

	Role Purpose: 

To provide efficient and effective project management and administration support to the AWHS Management Committee.

…….

	Key Dimensions

· Support the AWHS in achieving the objectives of the Alfred Williams Conservation and Participation Project to include, inter alia, organising a two-day heritage event to celebrate the life and works of Alfred Williams and to foster an interest in learning and the arts through the creation of a permanent exhibit. Keep within the budget agreed with external funders.

Accountabilities

Duties will include:

· Attending regular meetings of the AWHS, reporting on progress to date, producing minutes of 

      the meeting and distributing these to the members.

· Contacting and liaising with partner organisations, schools, and suchlike involved in the event and other ancillary activities.

· Arranging the venue hire and organising publicity material, display stands, visual aids and all 

      appropriate equipment.

· Liaising with the media to help promote the event.

· Facilitating the establishment of a permanent exhibit of Alfred Williams artefacts.

· Maintaining adequate accounting records to comply with funders’ requirements and liaising with the AWHS treasurer regarding payment of liabilities.

Knowledge and Skills

The successful applicant will possess the following:

· Good literacy and numeracy skills

· IT skills

· Good organisational skills

· The ability to work on his or her own initiative

· Good communication and interpersonal skills

· A keen interest in and empathy with the project's objectives. 
Job Breadth and Communication

The project will involve working closely with a wide range of other local organisations and building a good working relationship with those organisations, providing support and advice where appropriate to ensure that the various objectives of the project are met.




