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Job Description | Community Projects Manager
	Employing Organisation:                 Oldham Athletic Community Trust

	Job Title:                                            Community Projects Manager 

	Contract:                                            40 Hours p/w & Permanent / Full Time 

	Salary:                                                £30,750 p/a

	Reports to (title):                               Head of Community

	
Responsible for:                                Delivery staff


	Department:                                       OACT

	Base:                                                  Boundary Park

	
Oldham Athletic Community Trust - About Us:

OACT Vision: ‘A Better Oldham’ – Oldham Athletic Community Trust is committed to positive action that helps to addresses the inequalities faced in and by communities across the borough in order to create ‘A Better Oldham’ for everyone.

OACT Mission: ‘Working collaboratively, we will leave a lasting legacy in our communities; providing high quality, needs led engagement opportunities in sport, education and health & wellbeing that help to make a positive difference to the lives of individuals in Oldham’.

OACT Values:

We are DEDICATED, always willing to go the extra mile to make a positive difference.
We are PROUD of who we are, where we come from, and the communities we serve.
We are INCLUSIVE, creating positive opportunities for all.
We INSPIRE change, confidence and ambition.
We are committed to LEGACY, building for the future, not just for today.


	
Main Purpose of the Role:

Oldham Athletic Community Trust (OACT) is seeking an enthusiastic and organised ‘Community Projects Manager’.

The role will manage and support projects across a range of themes, with a particular focus (but not exclusive to) on health and wellbeing initiatives. The role will encompass both delivery and project management responsibilities, ensuring delivery is high quality, needs-led and aligned with funder and organisational priorities. The postholder will work closely with partners, stakeholders and internal delivery staff to maximise impact and ensure all project outcomes and KPIs are achieved.
Given the community-based nature of the projects, the role will require a degree of flexibility, including some evening delivery, balanced within a full-time contract.


	
Key Responsibilities:

· Manage and support the delivery of a range of OACT projects across multiple themes.
· Plan, manage and deliver high-quality, inclusive and needs-led community-based activities across Oldham.
· To effectively manage a team of delivery staff, as the project grows and the delivery portfolio diversifies.
· To accurately ensure that all project budgets are kept and align to organizational financial aims and reporting systems.
· To develop operational plans, to ensure that projects are successfully delivered against set outcomes and KPIs.
· Work with the Head of Community, colleagues and partners to develop and grow project provision.
· Support the development and maintenance of partnerships with local authorities, community groups, schools, health providers and other stakeholders.
· Develop, maintain and manage the operational relationships with the relevant grant funding bodies.
· Ensure all projects meet agreed KPIs and outcomes, with accurate monitoring and reporting completed for funders and partners.
· Identify and develop partnerships / opportunities to grow additional community engagement initiatives.
· To provide regular performance, impact and financial reports for the Head of Community and other members of the Senior Management Team and Board as requested.
· To provide regular performance, impact and financial reports, as required, to grant funders to ensure that OACT meets its funding obligations.
· To identify and work with the Head of Community on grant funding applications and other innovative fundraising activities to support the sustainability and increase the reach of OACT community engagement activity / new activity.
· To monitor and evaluate the effectiveness of project and programme delivery through relevant M&E and performance management processes.
· Support the quality assurance and risk management of all project delivery.
· Maintain accurate records, registers and monitoring data using systems such as Salesforce.
· Promote OACT projects through social media, marketing and community engagement activities.
· Represent OACT at stakeholder and community meetings when required.
· Support the management of sessional staff, volunteers or coaches involved in project delivery.
· Act as a flexible member of the OACT team, supporting other projects and activities as required, including evenings and weekends.


	
Person Specification:

Essential:

· Experience of delivering community-based projects.
· Ability to manage multiple projects and priorities effectively.
· Strong organisational, communication and administrative skills.
· Experience of monitoring, evaluating and reporting against project outcomes.
· Ability to build positive relationships with partners and participants.
· Willingness to work flexibly, including evenings and weekends.
· Experience of using sport as a tool to address social issues within communities
· Experience of using an outcomes-based approach to sport or community development 
· Experience of working with / in diverse communities and the issues / barriers to participation they face
· Experience of activating facilities to create participation opportunities 
· Experience in delivering safe, structured and enjoyable sports coaching in a variety of community settings
· Experience of organising competitions and events
· Ability to encourage a healthy and active lifestyle to improve behaviour, concentration and academic success 
· Experience supporting children to enhance their social and life skills through sport
· Ability to work alongside teachers and community figures to instil core values amongst children and young adults
· Understanding of the needs of target groups including women & girls, minority ethnic communities, disabled people and people from disadvantaged background and areas of deprivation
· Experience of budget management / income generation in particular for grant funding to support the development programme




Desirable:
· Specific experience of delivering health programmes.
· National governing body coaching qualifications.
· Knowledge of safeguarding, health and safety, and risk management.
· Experience using CRM or project monitoring systems such as Salesforce.
· Relevant qualification in sport, health, community development or a related field.

Skills and Knowledge Required:
· Understanding of sport as a tool to address social issues.
· Understanding of relevant sport and community programmes, agencies and initiatives.
· Understanding of cricket/sport development pathways and coaching guidelines.
· Strong communication, interpersonal, planning and organisational skills
· Ability to plan operationally & financially
· Ability to manage a team of staff / volunteers
· Ability to set and manage budgets
· Be self-motivated and have the ability to motivate others
· Ability to review and adapt
· Ability to work within a team
· Ability to meet agreed targets
· Ability to work unsupervised 
· Good IT skills
· Ability to evaluate all activity in agreed format
· Able to operate safely within the workplace by identifying risk and using safe working practices
· Excellent organisation skills and ability to multi-task.
· Excellent skills, both verbal and written.

Professional Standards:
· Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.
· Work flexible hours to include some evenings and weekends as required.
· Follow Data Protection principles and policies and keep data secure and encrypted as advised.
· Engage in a managed continuous personal development plan, based on a learner centered approach and the needs of the role.
· To operate safely within the workplace with regard to Health and Safety policies, procedures and safe working practices of the OACT.
· To adhere to the OACT’s Policies and Procedures on confidentiality and the management and sharing of information.
· Wear and maintain issued uniform or clothing as directed and maintain conduct in accordance with the high profile of the OACT and other partners.
· Maintain a flexible approach and to undertake such other duties as may be required from time to time and which are commensurate with the salary and grading of the post.

	
Additional Information:

· OACT is a charitable organisation and as such all staff will be required to support the various annual fundraising activities and initiatives as requested by the Senior Management Team.
· This is a casual car user post – applicants should have a full current driving license and access to transport, or if disabled, be otherwise able to fulfill the mobility duties of the post.

This job description is not intended to be either prescriptive or exhaustive. It is issued as a framework to outline the main areas of responsibility.

Confidentiality: Any information relating to people contacted by the OACT acquired in the course of duty must be treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of staff.

Disclosure: The successful candidate for this post will be asked to apply for an Enhanced Disclosure prior to taking up their appointment. By completing an application for this post, you agree to this procedure.

Because of the nature of the work for which you are applying, this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975. Applicants are not entitled, therefore, to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act. In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the Trust. Any information given will be completely confidential. Further information can be obtained from: www.disclosuresdbs.co.uk
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