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	JOB DESCRIPTION
	

	JOB TITLE
	Family Projects Worker

	RESPONSIBLE TO
	Operations Manager

	BASED AT
	Footprints in the Community HQ

	SALARY SCALE
	Nicva Scale 5 point 12 - £23,478 per annum pro rata (£12.90 per hour – based on a 35-hour full time week)

	HOURS
	25 hours per week

	OVERALL PURPOSE OF ROLE
	

	· To oversee the smooth running of the children and family projects hosted by Footprints in the Community 
· To provide support and direction to volunteers supporting those projects
· Ensure the projects operate within legal boundaries and adhere to policies and procedures 
· To develop and promote the children and family projects


	

	RESPONSIBILITIES
	

	· Co-ordinate the day to day running of the Footprints Projects relating to children and families. 

· Work with and support the volunteers connected to the projects 
· Facilitate team meetings for the projects
· Liaise with the Finance Officer and have an overview of project finances
· Identify appropriate funding opportunities
· Organise and facilitate activities as required

· Record, monitor and evaluate service provision

· Produce reports as required
· Adhere to Health and Safety regulations 
· Be aware of safeguarding issues and ensure correct procedure is followed

	

	Requirements
	

	· Maintain confidentiality at all times.

· Be familiar with and adhere to the charity’s policies and procedures, and ensure that high standards of quality and good practice are maintained, developed and monitored.

· Undertake training as appropriate.
· Attend regular 1:1 support meetings with line manager.
· Have a flexible approach.
· Have a good level of IT skills
· Undertake any other duties of a similar level and responsibility as may be required from time to time.
	


This role is funded by the Masonic Charitable Trust for a 3-year period. 
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