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KETTLETOFT REGENERATION SCHEME – PROJECT COORDINATOR JOB DESCRIPTION
Post Title:

Project Coordinator 
Reporting to:
The Projects and Grants Officer (PGO) and the Build Sub-Committee 
Tenure:
36 month fixed term contract. Hours are variable across the term of the contract with total hours (total hours 3,600)
Location:
Sanday, Orkney
PURPOSE OF THE JOB
· To be responsible for the project management of the planning, construction and transition phase of the developments.
· To be the named point of contact for agreed matters relating to the planning, construction and transition phases of the developments.

· To coordinate, implement and develop the design brief from the Architect and the Trust’s Build Sub-Committee with the main contractor.

· To ensure that the project is designed and built to time, cost and quality targets.

· To conduct consultations as required and liaise with Council members, media and relevant stakeholders.

· To ensure that the project is fully documented.
MAIN RESPONSIBILITIES
· To fully understand development design briefs in consultation with the Build Sub-Committee and stakeholders. 
· To examine the project proposal and plans to determine the time frame, any funding limitations or other factors which may impinge on the successful delivery of the developments.
· To coordinate and assist the Build Sub-Committee and Architect in choosing suitable contractors. 
· To maintain a close working relationship with the Build Sub-Committee, Architect, Contractors and stakeholders and to keep them fully briefed on all aspects of the project.

· To ensure the project is designed and built to key performance indicators re: time, cost and quality in line with construction, good procurement and project management best practice. 
· To identify, estimate and negotiate schedule of work changes with the Build Sub-Committee and the Contractor and to attend consultation meetings when required.

· To contribute to risk management exercises.

· Promote and encourage community involvement in delivery of the project.

· To schedule work between volunteers and contractors.

· To monitor and evaluate project execution.
· To coordinate resources to ensure availability and correct allocation.

· To prepare project reports for the Board of Directors and assist with the production of funder reports.
· Adhere to all Trust policies that are applicable to delivery of this post.
· Any other duties and responsibilities within the scope of the job as may be required.
DECISIONS
The post holder will be expected to assist and/or lead decision making in the following areas:
· The planning and delivery of all stages of the project
· The negotiation and implementation of individual minor contracts and parts of the overall project.

· Monitoring and evaluating the work flow and managing implementation.

· Project management and control of the project budget.
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Gardener





Heritage Centre Assistant





Sanday Ranger





Learning Co-ordinator
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Youth Worker





Heilsa Fjold Centre Manager





Admin & Finance Officer





Get Growing! Manager





The Projects and Grants Officer works with the team above to make decisions a reality





The Board of Directors act on behalf of the residents





Sanday Residents are Sanday Development Trust
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