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TOUCHSTONE

JOB DESCRIPTION

PROJECT CO-ORDINATOR COMMUNITY HEALTH DEVELOPMENT

Grade:		Touchstone Pay Structure (2025) Point 11*, £30,864.59 pa/pro-rata
Hours:		15 hours per week
Responsible to:	Head of Community Health Development
Employing Body:	Touchstone – Board of Trustees
Location:		Leeds, Touchstone Support Centre  

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

This role is fixed term up to 31 December 2026, with the potential to be extended, subject to funding. 

You will be required to work flexibly including evenings and weekend.

BACKGROUND 

Touchstone leads on a number of Community Health Development Projects in partnership with other third sector organisations, Public health and NHS colleagues, including but not limited to: Being You Leeds, Men’s Health Unlocked and Better Together.

We have a long and successful track record running Asset Based Community Development (ABCD) projects in the Lincoln Green Area. We are working with the National Lottery on a new project called ‘IGNITE’ which will expand our work across the Burmantofts and Richmond Hill (BRH) area.  This role is a coordinator post within the service overseeing IGNITE which aims to work with communities in Inner East Leeds in an asset based, person centred way, to support and enable good health and wellbeing, contribute to local plans and provide small sparks funding to community-led groups.

We are looking for an experienced Project Coordinator to join the team and oversee the development of continued implementation and delivery of our Asset-based Community Development work. 

Our project aims to bring together and identify Community Connectors in Inner East Leeds, building links and relations between the people, businesses and services that exist in the area, working together to create opportunities for people to share thoughts, ideas and ‘spark’ ideas to grow though small grant funding.
Though ABCD approaches, the service will actively research and identify local skills, talents, groups and organisations in Inner East Leeds (asset mapping), working closely with Community connectors (volunteers) recruited in the area.

The role will include contract and leadership and management of staff, delivery of community led conversations, plans, grant coordination and volunteer training and oversight.

PURPOSE OF THE JOB

· To provide effective leadership and high-quality management of the service portfolio.

· To lead the development of training, community conversations and plans reflecting a wide range of diverse voices from within the locality area. 

· Oversee delivery of service, monitoring and reporting requirements and day to day financial management.

· To build and manage effective partnerships across the locality area with key stakeholders including community leaders, connectors, statutory, public, private and third sector organisations, working co-productively to deliver community led action and ensure people are well represented within local decision making

· To develop communication and engagement plans to ensure effective engagement with the target audience that is defined, implemented and evaluated.

· To develop and manage training programmes for community workshops and volunteer ‘connectors’ 

· To develop and manage service resources effectively including staff, volunteers, income, aligning to Touchstone’s strategic business plan, values etc.  to promote the sustainability and development of work. 

· To be the organisational lead for the project both internally and with external partners. 

1.	SERVICE MANAGEMENT 

1.1 To use co-production principles and develop effective people-led mechanisms for local people to influence the direction and priorities of the project and local plans.

1.2	To ensure that all monitoring, evaluation and reporting systems are adhered to and to engage the team in using the findings to improve service quality.
1.3 	To make sure that staff are deployed effectively, absence is covered and service delivery runs smoothly including covering work outside usual business hours. 

1.4	To ensure that all work and locations are appropriately risk assessed and managed in line with Touchstone policies. 

1.5 	To follow Touchstone’s policies on incident reporting, safeguarding issues, health & safety concerns, financial issues, service user and staff welfare.

2.	SERVICE DEVELOPMENT

2.1 	To maintain an up-to-date knowledge of public health priorities, local community demographics, locality and community priorities across inner east Leeds.

2.2 	Deliver a rolling programme of activities including regular community conversations, training and events in line with service key performance indicators and measures. 

2.3 	To build resilient and effective partnerships with partners in the locality area, including NHS, Local Authority, Independent and Voluntary sector.

2.4 	To promote the service across strategic partnerships, forums and networks. 

3.	STAFF MANAGEMENT 
	
3.1 	To line manage staff in line with Touchstone's policies and to ensure that delivery partners follow their agreed individual work programmes/ priorities.

3.2 	To carry out staff appraisals and monitor individual performance against agreed targets. 

3.3 	To ensure that all staff and volunteers adhere to Touchstone policies and procedures. Where employed by partners ensuring there is a clear, agreed Joint Working Protocol in place to guide matrix management arrangements.

3.4 	To participate in the recruitment and selection, and induction of staff and volunteers. 

3.5 	Effectively manage performance using supervision and appraisal and advocate team meetings, as well as capability and disciplinary procedure.

3.6 	Effectively manage attendance in accordance with HR policies.   



4.	QUALITY & INCLUSION 

4.1 	To ensure that all consultation with staff, service users, referrers and funders is carried out regularly in line with organisational policy and that all findings are responded to and/or acted upon.

4.2 	To make sure that the team fully engage with Touchstone’s quality assurance regime and that the project drives maximum benefit from this. 

4.3 	Formally empower service users to take part in decision making processes and in project development and review.

4.4 	To lead on the development of co-produced tools to evaluate outcomes, lead the evaluation of the project, disseminate findings and share lessons learnt.

5.	FINANCE & RESOURCES

5.1 	Manage delegated budgets and ensure all purchasing is undertaken in accordance with Touchstone’s expectations and policies.

5.2 	To ensure the receipt of all charges due and the handling of cash are in accordance with Touchstone’s expectations and financial procedures.

5.3 	To work with the Business Team to explore appropriate funding to add value to the project and support long term financial sustainably of the service.

6.	GENERAL

6.1 	To assist in the development of any service specific procedure necessary for the achievement of the project objectives.

6.2 	To provide information about the project and other Touchstone services to people/agencies with an interest in the organisation's work.

6.3 	To work at all times as part of a team.  This includes working with other staff, in Touchstone, attending management team meetings and staff meetings.

6.4 	To receive regular supervision, annual appraisal and training in line with Touchstone’s policies and procedures.

6.5 	To work flexibly in accordance with the needs of the Service, including undertaking out of hours and weekend work as required.

6.6 	To be inducted, supervised, performance monitored and appraised in line with the organisation’s performance management policies and procedures.
6.7 	To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness

6.8 	To provide monitoring information and reports as part of funding and organisational requirements and for the Board of Trustees as requested by Touchstone management.

6.9 	To participate in the further development of the service and organisation in conjunction with Senior Leadership Team, as requested.

6.10 	To be aware of and employ the general practices of organisational Safeguarding and Health and Safety policies and ensure these are adhered to at all times

6.11 	To operate within the aims, policies and practices of Touchstone at all times and to be committed to and promote the organisation’s Equal Opportunities and Anti-Discriminatory policies. 

6.12	To be a service information asset administrator ensuring information is dealt with in accordance with information governance, data protection and GDPR eg including carrying out data protection impact assessments, data flow, service records of process activity.   Also to prepare information in accordance with data subject access requests.

6.13	To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 
	
6.14 	To undertake any other duties as directed by the Manager that may reasonably fall within the scope of the post 
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