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Crownway Community Centre

Job Description
Project Worker   

Hours: 36 hrs per week
Pay: £18,278 (initial 12-month contract – Continuation of this post will be subject to funding)
Holidays: 28 days per year

Base: Crownway Community Centre

Reporting to: Centre Coordinator
To lead on the development of new initiatives and projects to meet the identified needs of the local community and to provide support in the day-to-day operation of the centre.
Specific Duties
Plan and develop new initiatives and projects.
· Identify and liaise with key partners to establish clear roles and responsibilities in relation to delivery of initiatives.
· Determine and acquire the resources needed to successfully introduce and deliver new initiatives (volunteers, resources, funding, equipment)

· Produce a delivery plan for the first 12 months including costings, milestones, and outcomes.
· Ensure appropriate policies and procedures are in place to safeguard users and minimise risk.
· Introduce robust monitoring and evaluation procedures to determine the impact and success of the initiative.
· Maintain strong working relationships with key partners and agencies.
· Produce regular progress reports for internal and external use.
Promote the services, activities, and facilities available from Crownway Community Centre
· Maximise the use of social media, website, and local networks to promote services and to share information regarding Crownway Community Centre.
· Attend local networks appropriate to the role to raise awareness of services and facilities and to gain knowledge of other services in the local area.
· Produce appropriate publicity materials and distribute to the wider community and key partners.
· Undertake regular consultation with centre users and the wider community to determine levels of customer satisfaction and any unmet needs.
· Support the planning and organising of events. 

Take lead responsibility for the recruitment, training, and supervision of all volunteers.
· Determine the available volunteer roles within the centre and ensure role descriptions are relevant and clear. 

· Undertake a volunteer recruitment campaign for existing and new roles utilising available support through Halton & St Helens VCA

· Deliver a robust and informative volunteer induction programme covering key issues including safeguarding, health & safety, and food hygiene.
· Produce a volunteer handbook to clearly outline boundaries, support, and development opportunities.
· Undertake regular volunteer reviews and act on agreed outcomes.
· Establish good two-way communication channels with the volunteer team.
Undertake general admin duties to support the day-to-day operation of the centre
· To greet, help & assist members of the public and centre users.
· Respond to enquiries in person, over the telephone or via email.
· Support the Centre Coordinator in ensuring that rooms and facilities are prepared for use before each session.
· Maintain accurate and up-to-date user group records and databases; monitor attendance and produce accurate statistics for reports.
· Deal with room bookings, ensure information is recorded, and manage the weekly diary. 

· Produce summary reports for Management Committee and Annual General meetings

· Maintain organised filing and recording systems.
Other duties
· Provide basic cover in the absence of the Centre Coordinator following agreed guidelines.
· Support the Centre Coordinator in identifying and applying for grants.  

· Attend management committee meetings when requested.
· Commit to ongoing personal development and learning opportunities. 

· Undertake any other duties commensurate with the status of the post as directed by the Centre Coordinator.
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