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KETTLETOFT REGENERATION SCHEME

PROJECT COORDINATOR – PERSON SPECIFICATION

The post requires the ability to undertake a major development project with diverse strands beyond simple construction. In order to meet the requirements of this post it is necessary for the post holder to have:

	Skills and Qualifications
	Essential
	Desirable

	High standard of organisational and time management skills
	(
	

	High level of interpersonal and communication skills, both verbal and written, and the ability to use these to achieve results 
	(
	

	Internet skills and strong working knowledge of Microsoft Office
	(
	

	Analytical skills
	(
	

	Project management / PRINCE II certification
	
	(

	Driving licence
	
	(

	Experience
	Essential
	Desirable

	Experience of community engagement
	
	(

	Experience of partnership and cross team working
	(
	

	Experience of monitoring and managing budgets and cash flow
	(
	

	Considerable experience in a project management/construction environment
	(
	

	Experience of measuring performance and undertaking evaluation
	
	(

	Experience of marketing and promotion
	
	(

	Knowledge and Understanding
	Essential
	Desirable

	Knowledge of relevant Health and Safety legislation and procedures
	
	(

	Knowledge of appropriate professional and management standards
	
	( 


	Personal Qualities
	Essential
	Desirable

	Able to establish effective communication networks with contractors, external agents, volunteers and others and to liaise and negotiate effectively
	(
	

	Self-motivated with ability to work autonomously and manage own workload
	(
	

	Able to take a flexible approach in order to build, lead and motivate teams and contractors to address challenging parts of the project
	(
	

	Confident at coordinating, leading and managing teams, e.g. volunteers
	(
	

	Willingness to work in evenings and at weekends as required
	(
	


