	Job Title: PROJECT CO-ORDINATOR  


	

	Reports to:  Business Support Manager (Project Manager)


	Job Purpose:

To support the smooth operation, monitoring and reporting of business support projects, primarily through provision of effective and efficient administrative support and effective client and adviser liaison .


	Principal Accountabilities:

· Working with any project delivery partners on a day-to-day basis
· Dealing with referrals and enquiries
· Matching clients with business advisers, workshops and action learning sets
· Ensuring project paperwork and evidence is completed/obtained and meets audit requirements
· Administrative support to the project, such as filing (hard copy and electronic), photocopying, etc.

· Co-ordination and maintaining project records, including creation, updating and maintenance of CRM records in a timely manner
· Following up clients to obtain outputs and evidence
· Arranging project meetings

· Supporting collation of information for claims, reporting, monitoring and audit

· Any other activities required to deliver the projects or to support the Chamber’s activities more widely
Internal and External Relationships:

· Developing and maintaining an effective day to day working relationship with the rest of the project and wider Chamber teams, and with clients and advisers.


	Knowledge, Skills and Experience Needed:

· Robust, straightforward, target focussed, enthusiastic and self motivated
· Ability to develop and maintain effective working relationships internally and externally
· Self-confident, quick learner with potential for development
· Excellent administration skills including working to deadlines
· Working knowledge of Microsoft Office software and good IT literacy

· Good communication skills

· High level of accuracy


PERSON SPECIFICATION

JOB TITLE:
PROJECT CO-ORDINATOR 
	COMMUNICATION SKILLS
	Essential
	Desirable
	How Tested

	Good oral and written communication skills

Ability to develop and maintain relationships internally and externally
	/

/
	
	AF/I

AF/I



	QUALIFICATIONS
	
	
	

	3 A Levels (A-C grade) or equivalent qualifications/experience
Degree, preferably business related, or equivalent qualifications/experience
	/
	/
	AF

AF

	WORK EXPERIENCE/JOB SKILLS
	
	
	

	Sound administration skills and capability
Administration experience

Good communication skills
Broad ICT competencies and working knowledge of Microsoft Office software

Understanding of the challenges of running a small business 
	/

/
/
/

	/
	AF/I

AF/I

AF/I

AF/I
AF/I

	MANAGEMENT/SUPERVISORY STYLE
	
	
	

	
	
	
	

	PERSONAL QUALITIES
	
	
	

	Personal drive and enthusiasm

Ability to work in a challenging environment, working to meet tight deadlines.
Confidence to take on new roles

Robust, straightforward and target focussed
Self confident and a quick learner with potential for development
Accuracy and attention to detail
	/

/

/

/

/

/
	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	OTHER ATTRIBUTES
	
	
	

	Ability and willingness to work flexibly
Able to pass DBS check acceptably (Disclosure Scotland, basic)
	/
/
	
	AF/I

AF


How tested:
AF= Application Form, I = Interview
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