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Job Title: 	P/T Project Officer (Maternity cover)

	Salary	        
	£24,000 (full time equivalent – paid pro rata for part time hours.


	Working Hours
	18.5 hrs per week 


	Contract
	Fixed term util 31st December 2024, with possible extension to support other projects if funding is available


	Location
	Oldbury town centre, B69 2AB, with some Sandwell wide travel


	Responsible to
	Programmes Manager 


	Responsible for
	Smooth running and reporting of the Reach and Reconnect project delivered by ten member organisations, providing health and digital literacy support to Sandwell residents.
Support for other projects as advised.




Values
At Sandwell Consortium our vision is to build a thriving voluntary sector consortium that:
· enables people to make positive change
· supports communities to be successful
· develops its membership to meet local needs.

As individuals - we act with integrity, treat people with respect and take personal responsibility. 
As a Consortium - we work in partnership to enable individuals through a person-centred approach.

Sandwell Consortium: Reach and Reconnect programme
Reach and Reconnect is an exciting programme, funded by the National Lottery Community Fund, delivered by Sandwell Consortium and its member organisations, who are community hubs located at the heart of the communities they serve. The aim of Reach and Reconnect is to improve the health and wellbeing and life chances of residents in some of Sandwell’s most disadvantaged communities. 
Reach and Reconnect delivers a health and digital literacy programme at ten community sites:
· Health Literacy, targeted support to:
o	better understand how to prevent ill health and manage existing conditions
o	improve access to primary care and community pharmacies and specialist services.

· Digital literacy, targeted support to:
· equip residents with day-to-day digital skills
· overcome digital barriers, enabling online access to health and other services.

Job purpose
The role will involve the monitoring and performance management of the Reach and Reconnect programme. You will support our ten member organisations with the information and tools to deliver and monitor health and digital literacy projects in their community centres. Each organisation employs a half-time Engagement worker, supported by sessional tutors and volunteers, to deliver the Reach & Reconnect project, tailored to the needs of local residents.
The monitoring system is already in place. The Project Officer will collate and compile the monitoring data from the partners and then report back to partners and the SC Programmes Manager on the project progress, and support. You will advice of any problems in delivery or gaps in reporting and work with the Programme Manager and Partner to address these. You will prepare quarterly and annual reports o the Reach & Reconnect programme.

Key tasks
Project support for delivery of R&R (and other projects as advised)
· Support delivery partners to plan, deliver and monitor digital and health literacy projects to achieve the outcomes of the R&R programme.
· Support the continued promotion and mapping of R&R provision.
· Support and advise R&R Engagement Workers in our partner organisations.

Reporting and impact monitoring
· Support the Programmes Manager with the reporting frameworks and ensure compliance with Data Protection law.
· Provide support to staff in delivery partner organisations to understand and use the system as required.
· Analyse delivery and performance data from each partner to monitor progress and report the impact of the R&R programme; and advice the Programmes Manager of any issues
· Collect case studies and project reports from each partner, on a quarterly basis.
· Provide quarterly R&R progress report for SC’s Programmes Manager.
· Support the production of an annual R&R impact report.

Financial monitoring and reporting
· Liaise with SC admin staff to ensure R&R claims are processed in an accurate and timely manner.
· Advise the Consortium’s Programmes Manager on monthly payments for delivery partners.
· Monitor the R&R budget against agreed headings and advise the Finance Manager on potential overspend or underspend on delivery.

Marketing and promotion
· Support the promotion of the R&R programme 
· Ensure that up to date R&R programme information is available for SC’s website and other online websites such as Sandwell’s Route2Wellbeing.
· Monitor promotion of the programme by delivery partners on their websites and Route2Work and other relevant online directories.

General requirements
· Work as part of a team, attending meetings and briefings as required.
· Participate in learning and development activities.
· Participate in supervision with line manager.
· Manage own workload on a day to day basis.
· Undertake any other reasonable duties as required by Sandwell Consortium.



Person Specification

	Qualifications/Experience in:

· Literacy and numeracy to minimum Level 3 or equivalent
· Other relevant qualifications or training
· Supporting and monitoring projects
· Supporting/delivering community-based services 
· Multi-agency/partnership working
· Working in the voluntary and community sector

Skills, Knowledge & Understanding of:

· Monitoring project outcomes and/or budgets
· Financial claims and record keeping 
· Strong IT skills and confident in MS Office - Word, Excel, Outlook, Teams
· Strong interpersonal skills and relationship building skills 
· Strong written and verbal communication skills
· Working as part of a team
· Apply discretion and understand the importance of confidentiality 
· Ability to manage priorities, plan workload and work to deadlines
· Able to write concise and clear reports
· Commitment to and understanding of equality, diversity and inclusion
· Awareness of issues facing disadvantaged communities
· Flexible and adaptable to changing situations
· Problem-solving approach to respond to obstacles and setbacks
· Able to work out of office hours (occasional evenings or weekends)
· Knowledge of working in diverse neighbourhoods and communities 
· Driving licence and car available for work (travel expenses will be paid)
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