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PROJECT CO-ORDINATOR/ADMINISTRATOR JOB DESCRIPTION & PERSON SPEC.
The School for Social Entrepreneurs (SSE) is a long established and highly successful provider of learning and development for social entrepreneurs. At SSE, we do learning differently. We enable social entrepreneurs to be the best they can be through a process of ‘learning by doing’, otherwise known as ‘Action Learning’. We call it ‘the magic’.
By joining SSE Midlands as our Project Co-ordinator/ Administrator you can be part of delivering the magic in the Midlands! 
You will be the first point of contact many have with SSE Midlands and so you will need to be highly customer focussed, super organised, extremely efficient and very IT literate. You will provide the rest of the team with the administrative and project management support they need to be effective. You will understand CRM systems (Salesforce) and databases, be fluent in MS Office applications, competent in using online productivity tools (MailChimp, SurveyMonkey, TypeForm, etc.) and have a working knowledge of CMS (WordPress). You will have experience of book-keeping and financial management reporting. You will need a high level of literacy and numeracy skills. 
Salary & Hours will be 2 to 3 days per week at £15k to £18k pa (pro-rata) subject to availability, skills & experience.
Location SSE Midlands has no fixed office or delivery base. Our programmes are delivered where it is convenient for our students. This could be in either the West or East Midlands. Whilst we are looking for an office base (central Birmingham most likely), we currently work remotely from home, libraries, coffee shops and hot desking/co-working space. For both roles, you will therefore need to be able to work with equal flexibility to begin with and be self-motivated.
The Job – Project Co-ordinator/Administrator
You are the oil that makes the machine run smoothly. You will provide effective and efficient administrative & logistical support to the whole SSE Midlands team. You will make sure the rest of the team has the resources, tools and support they need to enable them to focus entirely on delivering learning programmes, building stakeholder and partner relationships and generating funding & income.

Communications

· Be the first point of contact for all enquiries to SSE Midlands
· Distribution of materials and information to students, facilitators, contributors, Board members & stakeholders
· Collate, analyse and monitor feedback and make proposals for improvements
· Manage the inputs and reporting and maintain the SSE CRM system (Salesforce)
· Attend events where appropriate with the CEO and core team members
· Coordinate and host PR activities, press releases and promotional campaigns
· In partnership with the CEO, and Learning Facilitator(s) help source, maintain relationships and support a wide range of freelance speakers, expert witnesses, mentors, facilitators and tutors throughout the student’s involvement in the programme.


Planning & Administration

· Arrange timetables, schedules, refreshments and room bookings for learning programmes
· Assist with student recruitment, tracking, follow-up, interviews and feedback.
· Plan and co-ordinate meetings, events and workshops; set agendas and prepare minutes
· Plan and organise special events (e.g. graduation, networking, etc.)
· Organise and take minutes at SSE Midlands Board meetings and others as required.
· Maintain SSE Midlands manual and electronic records, databases, information systems and generate reports as required
· Be responsible for ensuring the SSE Midlands website is kept up to date and relevant
· Prepare, collate  and present documentation for auditing and reporting requirements

Finance and Resources

· Maintain effective records of orders and invoices
· Assist with maintaining accurate financial records, including preparing budgets, reforecasts and reports
· Take delegated responsibility for managing budgets for specified projects or events

General

· Provide excellent customer service to internal and external customers
· Promote anti-discriminatory practices in all work undertaken
· Have a good understanding of the work and aims of SSE and participate fully in wider staff meetings and events as appropriate
· Undertake training and development relevant to the role
· Any other duties commensurate with the level of the post

The Person – Project Co-ordinator/Administrator
Skills
· Ability to persuade, motivate and organise others
· Ability to deal with issues of confidentiality and sensitivity
· Analytical and problem solving ability to understand and interpret information and make recommendations
· Excellent ICT skills 
· Excellent spelling and grammar
· Strong organisational and time management skills
· Able to prioritise tasks and work to agreed deadlines
· Ability to remain calm and effective under pressure
· Event & Project Management
· Book-keeping & Budgetary control

Knowledge

· Creating and maintaining effective administrative systems in an office environment
· Good knowledge and experience in ICT including all Microsoft applications

Experience

· Financial and contract administration
· Being first point of contact for an organisation or team
· Co-ordinating and administration of meetings/events for up to 200 people
· Social enterprise/third sector experience

Other

· Helpful, approachable & collaborative
· Mature attitude – knows own abilities and limits
· Enjoys administrative work and co-ordinating people and information
· Willing to travel and work in different locations as required
· Willing to work occasionally outside of normal working hours to attend events as required
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You should submit a CV which highlights your skills, qualities and experience relevant to the role you are applying for.

In a covering letter, please state why you would be the best person for the role. Could you also supply a response to the following 2 questions. Your covering letter should be no more than 2 sides of A4.

· A kind corporate supporter has called to say the meeting room they were lending you for a study session tomorrow is no longer available. 21 students, the Learning Facilitator and two guest contributors are attending. What do you do?
· You are asked by SSE Central staff for a report a funder has requested on something you have no hard data on. How would you deal with this?

Your CV and covering letter should be emailed to Charles Rapson, CEO, School for Social Entrepreneurs, Midlands at charles@ssemidlands.org.

If successful you will asked back for an interview and the opportunity to demonstrate your skills.
Interviewees for the Learning Facilitator role will be given an opportunity to demonstrate their facilitation skills.

Interviewees for the Project Co-ordinator/Administrator role will be asked to undertake tests to demonstrate their project management, admin, IT and communication skills.

The deadline for applications is 12:00 noon on 10th July

Interviews for the Learning Facilitator role will be held week commencing 20th July

Interviews for the Project Co-ordinator/Administrator role will be held week commencing 27th July

SSE operates an equal opportunities policy and will appoint solely on the basis of the applicants' ability to do the job in question. SSE does not discriminate with reference to age, gender, disability, sexual orientation, race, colour, religion or belief, marital status or civil partnership, pregnancy/maternity or gender reassignment, nor will such factors play any part in decisions on appointment or selection.
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