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JOB DESCRIPTION

Job Title:


Big Local Community Manager
  
Salary:



£36,183 PO3 p.38 – initial contract 3 Years

Reports to:


The Wormholt and White City Big Local Partnership Board through the





Partnership Chair
 

Employed by:


White City Enterprise

Location:


W12 - Community Centre Wormholt and White City 

 
Other Accountabilities 
and Key Relationships:

WCE Director – day to day line management





Local Trust





Big Local Rep





Hammersmith United Charities Grants Manager
Line Manager:


Two members of staff
JOB SUMMARY
This is an exciting role for a Project Manager to work with local people to continue to deliver and make sustainable the Wormholt and White City Big Local Plan. The Project Manager will be responsible for overseeing (or managing) the delivery of a programme of community development activities, events and longer term initiatives to generate a renewed sense of community spirit in the Wormholt and White City area.  This role is part of the Wormholt and White City Big Local (WWCBL) a £1m project funded by the Big Lottery Fund, supplemented by a further £1m from Hammersmith United Charities, to invest and develop activities in the local area.  
The National Big Local programme has 4 key aims:

1. Communities will be better able to identify local needs and take action in response to them

2. People will have increased skills and confidence, so that they continue to identify and respond to needs in the future
3. The community will make a difference to the needs it prioritises

4. People will feel that their area is an even better place to live

Main Duties

Central to the Project Manager role is working with local people through a resident-led Partnership Board and sub groups to deliver their agreed strategic plan. This includes providing practical assistance and identifying training opportunities that will help the Partnership achieve this. The Project Manager is to work with the WWCBL Partnership Board to develop the plan for each year’s community development activities in order to best meet the aims and objectives of the Big Local project. 

Working with WWCBL you will engage the wider community, mobilising them to become more actively involved in activities in the local area.  You will support and facilitate local people working together to create a positive neighbourhood where people thrive. 
WWCBL has 6 key areas/themes in which it wants to improve the lives of local people: 
· Open Spaces 
· Over 50s 
· Children and Families
· Employment and training
· Capacity Building
· Community Safety


KEY AREA:  Project Management

· To continue the work of the Big Local Plan already established by the Community Partnership, mobilising the local community in Wormholt and White City,
· To support all the sub-groups in their work and attend meetings of the Finance and Employment Sub Group
· To develop plans for the following years of the project together with the WWC Partnership Board. 
· To manage the Big Local budget and account for expenditure with White City Enterprise reporting back to the Partnership Board on a regular basis. 
· To report on a monthly basis where projects currently stand on both a financial basis (i.e against budget), and against the milestones/outcomes requested by any funder(s) or agreed by the Partnership Board.

· To liaise with White City Enterprise as the Locally Trusted Organisation holding the Big local funds and report to the Partnership Board on any problems arising with the Service Level Agreement with WCE 
· To support residents in ensuring that appropriate structures are in place to enable agreed projects to be delivered

· To take a lead in ensuring that appropriate project monitoring is in place and that the programme is evaluated and reviewed on a regular basis  

KEY AREA:  Community Cohesion

· To develop a thorough understanding and record of existing and developing community activity.

· To develop relationships with community leaders, local service providers and local businesses to facilitate improved support from, and access to, these resources. 
· Use planned activities to carry out further consultation to establish local need which will feed into the Big Local Plan going forward.

· Ensure that appropriate communication and marketing structures are in place 

· Monitor the reach of the programme and work with residents to involve people from underrepresented groups

KEY AREA:  Fundraising

· To assist in strengthening links with partner organisations and build new relationships in the local area, exploring new fundraising opportunities to support the project.
· To secure additional funding from various sources against annual targets as required for the project i.e. grants, corporates, major gifts, trusts, and events.
KEY AREA:  Partnership & Stakeholder Working

· To be responsible for formalising partnerships and building strong links with stakeholders in conjunction with the Partnership Board.
· To attend and present at relevant local organisations meetings to highlight opportunities that community members and stakeholders can get involved with.
· Service the WWCBL Partnership Board and relevant community development meetings.
· Document meetings, including minutes of planning committee sessions, and correspondence to area residents and community partners.
· To maintain effective links with Local Trust, directly and via the Big Local rep and ensure that the Local Trust’s monitoring and reporting requirements are met
· To work in partnership with Hammersmith United Charities, the co-funders of W&WCBL

KEY AREA: Health and Safety 

White City Enterprise is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager and the  


Partnership Board
· To comply with  WCE Health & Safety Policy and Regulations

· Use, store and maintain tools and equipment in line with Health and Safety best practice

· To maintain a safe and efficient office working environment with  the WCE line manager 

KEY AREA: COMMUNICATIONS
· With the support of the Events & Marketing Co-ordinator, to oversee all marketing and any communications of the BL project and ensure the website and social media are maintained
· To establish and keep updated a Communications Strategy whose aim will be to maintain a high profile for WWCBL locally and, through Local Trust, nationally 

KEY AREA:  Line Management

· To support and line manage a team of 2 part- time project officers: Events and Marketing coordinator and a Volunteer and Activities Coordinator.
· To support the Volunteer Coordinator with inducting and training new volunteers

· To support the successful delivery of Big Local activities making sure any Partnership 


Agreements are adhered to.

· To oversee the successful and safe delivery of all Big Local community events.

· To manage any external consultants appointed by the partnership board

ADDITIONAL RESPONSIBILITIES 
· Adheres to all the policies and procedures of the organisation

· Contribute to the Trust’s work in maintaining existing and achieving future accreditations and standards
· To undertake any other duties which may reasonably be required for the role.
