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	Fforwm Cymru Gyfan i Rieni a Gofalwyr Pobl ag Anableddau Dysgu

All Wales Forum of Parents and Carers of People with Learning Disabilities                                                     




Job Description

	Job Title
	Project Co-ordinator – Ageing Well
(All Together Now project)

	Title of Line Manager
	Director

	Date of description
	March 2016

	Salary
	£20,384.00 pa (£25,480 FTE)

	Weekly Hours
	28hrs

	Location
	Head Office, 21 Cardiff Road, Taffs Well, Cardiff CF15 7RB
(Travel throughout Wales)


	
	


Statement of Overall Purpose

Carry out activities and fulfil responsibilities which contribute to the economic, effective and efficient operation of the All Wales Forum (AWF). 

Support the Director and Trustees in the successful delivery of the organisation’s objectives and activities through the co-ordination and delivery of the ‘Ageing Well’ project strand of the All Together Now project. Be the Lead Co-ordinator for this strand and in so doing, contribute to the maintenance and development of the organisation and its outcomes.
Main Duties and Responsibilities (activities) linked to Overall Purpose
	1
	 Project Activity 
· Develop in partnership with project partners, and Carers attached to the Implementation Group, the core Action Plan for Ageing Well, building in the performance indicators attached to the ‘All Together Now’ core outcomes.

· Oversee and lead on the delivery of the project work and action plan.
· Work with Carers and wider partners to lead on the development of no less than six Ageing Well project hubs, one in each region.

· Work with Carers, wider partners and networks to lead on resolving problems identified in achieving outcomes

· In partnership with Carers and wider stakeholders, generate positive solutions that will inform the ongoing development of both the project and the work-plan. 


	

	2
	Project Communication and Marketing 

-
Develop and maintain an online presence for the ‘Ageing Well’ strand through the AWF website, ‘Where you Stand’ social media and partner organisations. 
· Liaise as necessary with local alliance groups throughout Wales.

· Lead on setting up and maintaining a good system of communication with project strand participants, partners, members and other relevant organisations.
· Contribute to the ‘All Together Now’ Communication strategy with emphasis on the ‘Family Foundations’ strand through updated work-plans and staff team meetings. 

· Promote membership of the Forum.


	

	3
	Project Administration and Finance
· Set up and service the National Implementation Group for Ageing Well, including coordination and minute taking of the quarterly meetings.

· Update and maintain essential project strand-related records, including basic financial records, ensuring they are kept up to date using AWF administrative systems, are easily accessible and reported back to the Operations Manager. 

· Through coordination of partners and in-kind resources, ensure value for money, sustainability and the maximising of both outreach and outcome opportunities.

· Be responsible for daily monitoring and proper and efficient use of assets attached to the project, including producing budgets for the Director and Operations Manager for any related events/costs of activities before agreeing to go ahead.

· Ensure that IT equipment, software and systems that are in place for the project are treated with due care, diligence and used in a manner which does not put at risk the security of equipment, data and the organisation.


	

	4
	Outcome Monitoring

· Produce quarterly reports for the Director on activities undertaken, outcomes met and project milestones.

· Contribute to the ‘All Together Now’ project risk register with emphasis on the ‘Ageing Well’ strand. 

· Ensure compliance of project activities with relevant company & charity law, good practice and relevant legislation.

· Contribute to the development, implementation and review of the organisations ‘All Together Now’ work plan and wider strategic plans for the All Wales Forum core activities.

· Provide up to date monthly expense claim forms and project costs for the Operations Manager

· Through staff team meetings, update all staff members on progress to date

	

	5
	Personal Development and other duties

· Support the Director to ensure compliance in the organisation’s activities with all legal requirements in company, charity, employment, and other fields.
· Remain abreast of developments in the field of learning disabilities, including actual and proposed legislation, relevant good practice, and activities of other organisations working in the learning disabilities field and carers.
· Remain abreast of developments in Health and Social Care policy in Wales

· Attend meetings and external events as required by the Director.
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