St Anns Allotments Restoration Project 

STAA Limited - Project Manager

Job Title:




Project Manager

Duration of Post:



15 months (and then subject to funding)

Salary:





£24,472 (pro-rata)

Working Week:



22.5 hours per week

Postholder‘s immediate supervisor:

Allotments Project Manager (Hungerhill Developments Ltd.)

General Description of Post:

1. To lead a small team in managing the future development, management and maintenance of the St Anns Allotments.

2. To ensure the successful implementation of the St Anns Allotments Restoration Project Management and Maintenance Plan. 

3. To ensure that St Anns Allotments presents a positive public profile.

Principle duties and responsibilities:

To have particular responsibility for delivering the following Objectives within the Plan:

F
Conserve plot heritage through tenancies 

K
Provide a robust management structure

L
Deliver a high quality management & administration service

M
Provide an effective system of tenancy administration

N
Develop effective local partnerships and a positive public profile

P
Increase the level of gardeners involvement in the site

Q
Maximise the take up and use of the gardens

· To establish regular team meetings with other STAA workers to plan, prioritise and monitor the team’s work.

· To provide individual assessment and supervision for the other STAA workers

· To undertake project management duties and monitor the project outputs, expenditure and income and to submit regular claims to draw down funding.

· To produce regular reports for the STAA Management Committee in respect of current activities and proposals, and prepare progress reports for the Renewal Trust Board and Project funders.

· To carry out any other tasks which may be reasonably regarded as falling within the work requirements of the role, and work collaboratively with other members of the worker team.

· To attend any training appropriate to support the development of the role.

· To ensure Health and Safety policies are adhered to.

· To actively initiate and support fund raising.

· In carrying out the responsibilities described in this job description the Project Co-ordinator will be expected to demonstrate commitment to equal opportunity approaches towards all site users, the members and staff of STAA, and any trainees and volunteers.

Staff supervised by the post holder: Company Secretary, Finance Officer, Administration Officer, Partnership Programme Officer, Heritage & Outreach Officer, Orchard/Education Initiative Co-ordinator  and Officers, Site Management Officers and temporary or freelance staff (possibly including Tenancy Lettings Officer and Volunteer Officer) where appropriate.

Project Co-ordinator

Person Specification

	Criteria
	Requirement
	Selection Method

	Knowledge
	1. Knowledge of partnership development and working.

2. Knowledge of conservation and horticulture work in a heritage context.

3. An understanding of regeneration issues within deprived inner city areas.
	AI

AI

AI

	Skills/Abilities

Interpersonal
	4. Ability to manage, supervise, support and develop team members.

5. Ability to organise and prioritise work.

6. Excellent communication, presentation, negotiation and interpersonal skills.

7. Proven ability to network and work constructively with a diverse range of people.
	AI

AI

AI

AI

	Skills/Abilities

Other
	8. Ability to initiate project development, funding and delivery.

9. Budget preparation and management

10. Literate, numerate, and with appropriate IT abilities.

11. Good record keeping and reporting skills.
	AI

AI

AI

	Experience
	12. Experience of project development and implementation.

13. Experience of managing a team of staff and volunteers.

14. Experience of preparing and managing budgets.
	AI

AI

AI

	Equal Opportunities
	15. Experience and commitment to putting equal opportunities into practice.

16. Knowledge and understanding of the particular issues affecting disadvantaged communities.
	AI

AI

	Flexibility
	17. The ability and willingness to work outside normal office hours as required.
	I


 A = Application                        I = Interview              

