APPLICATION PACK

Job title:

Participation Manager
Responsible to:
Director

Salary:


£30,000 p.a. (pro rata)
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The post is offered on a part time freelance contract equivalent to 2 ½ days per week (including evening and weekend work)

MAIN PURPOSE OF JOB
The Participation Manager is responsible for overseeing the smooth running of the Legacy Youth Panel programme. The post will involve planning, devising and delivering activities with our team and managing all aspects of the programme. This is a pastoral role working directly with young people from a wide range of backgrounds.
JOB DESCRIPTION 
1. The Participation Manager will be the first point of contact for the Legacy Youth Panel. You will be responsible for all communication with young people ensuring their active and safe participation in the programme at all times.

2. The Participation Manager will jointly plan the overall programme content with Fundamental’s Director and take the lead on individual session content, logistical requirements and delivery working with our wider team where necessary.
3. The Participation Manager will manage the day to day contact with partners and stakeholders to ensure that they are kept informed about progress and to aid recruitment. You will also lead on programme reporting and attend regular management meetings with the Legacy Company and Fundamental’s Director.
4. The Participation Manager will support young people to access volunteer, training and employment opportunities and you will also lead on outreach activity to facilitate opportunities and support members to present to their peers.
5. The Participation Manager will be responsible for the programme budget and where appropriate seek additional funding and/or partners for possible extension projects. You will also be required to recruit and manage additional freelance staff and volunteers.
6. The Participation Manager will ensure the accurate maintenance of project records and will work with our Research Associate to support programme research and evaluation.

7. The Participation Manger will also lead on marketing activities such as the quarterly LYP News as well as through social media channels and work closely with the Legacy Company’s Media Team to maximise opportunities for programme publicity.

8. From time to time the Participation Manager may be requested to undertake additional tasks agreed in advance.
PERSON SPECIFICATION
Essential skills/experiences/qualities

1. Proven experience of management of complex programmes with a range of stakeholders and working with diverse communities
2. Background in youth outreach and experience of recruitment and retention of young people to a long term project
3. Advanced knowledge of a range of computer programs including Microsoft Office and Adobe design packages and experience of managing programme documentation
4. Excellent communication and facilitation skills preferably within a youth work context
5. Self starter, able to work independently and as part of a dedicated team
6. Resourceful with the ability to handle a number of tasks simultaneously
7. Attention to detail and accuracy

8. Good time management and ability to work to deadlines

Desirable skills/experiences/qualities

1. An interest and awareness of architecture, planning, and regeneration
2. Knowledge of 2012 landscape and partners involved
TERMS OF EMPLOYMENT

1. The salary for this post is £30,000 pro rata on a freelance contract (2 ½ days per week including evenings and weekends)
2. The job is based at Fundamental’s Offices at Unit 20 Leaside Business Centre, 45 Gillender Street, London E14 6RN and also requires remote working.
3. This employment is based on a 20 hour working week, excluding lunch hours and holiday entitlement is 10 days per calendar year.
4. Any job offer is subject to the receipt of two satisfactory work references. You will also be required to undergo an enhanced CRB check.

HOW TO APPLY

To apply for the post of Participation Manager please send us a copy of your CV, along with a covering letter telling us what interests you about joining the team at Fundamental to:

Participation Manager, Fundamental Architectural Inclusion, Unit 20 Leaside Business Centre, 45 Gillender Street, London E14 6RN
The closing date for applications is 12 noon Friday 17th February 2012
Interviews will be held on Friday 24th February 2012.
We regret that we are unable to reply to those not selected for interview. If you have not heard from us by Wednesday 22nd February you should assume that your application has been unsuccessful.
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