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European Union

European Social Fund
Investing in jobs and skills



Unlocking Cornish Potential 





Project Scope


Project Co-ordinator, Cornwall Voluntary Sector Forum
£18k - £20k per annum (12 month fixed term)
Truro, Cornwall

Aim:
Cornwall Voluntary Sector Forum (CVSF) are looking to employ a project officer to co-ordinate the development and record keeping of two new community development projects within Cornwall. The main project is called ‘Take Part’ and is a national pilot to increase the number and diversity of people ‘taking part’ in civil and civic roles, decision-making and community leadership, and to identify and reduce barriers to participation. A secondary role will be to assist with ‘Convergence Matters’ – a new initiative to enable voluntary and not for profit organisations to identify opportunities arising from Convergence, the European Economic Regeneration Programme for Cornwall & the Isles of Scilly.
The Company:
The Cornwall Voluntary Sector Forum represents approximately 3000 voluntary and not for profit organisations in Cornwall. It provides an advocacy, brokerage, communication and development service to enable organisations to be properly represented and supported. The Cornwall Voluntary Sector Forum is vital for grassroots organisations who often miss out on funding opportunities as well as helping to develop sustainable communities. To help tackle these issues, the CVSF has successfully been awarded funding to run two new Government-funded projects. 
Objectives:
· To assist with marketing and publicity for both projects

· To update the current CVSF website to explain the projects to others

· To set up communication channels with delivery partners and members

· To monitor and appraise the activity of delivery partners

· To report upon project progress
· To maintain accurate and timely financial and other project records evidencing progress
· To organise delivery partner meetings and resolve project issues.
Nature of work undertaken:

The graduate will be principally involved in the initial development and efficient operation of both the Take Part and Convergence Matters projects. This activity will involve the close liaison with delivery partners as well as CVSF members to enable and meet with project outcomes. The successful candidate will have excellent communication skills as well as being able to set up methodologies to monitor and report back on project progress. Reporting to the CEO, the successful candidate will be confident in their approach and be able to demonstrate a professional manner when communicating with all stakeholders.

Required Personal skills and qualifications:

	Essential Requirements
	Desirable Requirements

	· Degree in Business Administration, Economics or similar subject area

· Be project focused

· Able to communicate effectively to all stakeholders

· Have excellent monitoring and reporting skills 

· Confident and professional attitude

· IT literate, with experience of MS Office

· Willingness to update further training e.g. in basic accounting and book keeping
	· Project management experience 

· Previous voluntary sector experience

· Qualification or part-qualification as an Accounting Technician (AAT)

· Experience of Quickbooks accounting software

· Full driving licence


Duration of the project:

· The length of this post is initially 12 months but both projects are set to run for an additional two years, so there is a strong possibility that the post will be extended if successful.

· Expected start date is 1st July 2009

For further information and to apply:

Please send a C.V and covering letter outlining why you feel you are suitable for the role to: Nicky Luke, Recruitment & Portal Manager quoting vacancy reference number CM/ to ucpjobs@cornwall.ac.uk or call 01209 617689 for more information.

Closing date for applications:

Friday 22nd May 2009
Interviews for applicants:

Friday 29th May 2009

Note:

This post is offered subject to final confirmation of funding by the Government Office for the South West.

Cornwall Voluntary Sector Forum, 7 - 9 Bridge Street, Truro, Cornwall, TR1 2AQ

Website - cornwallvsf.org
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