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JOB DESCRIPTION
POST:


Project Coordinator
POST REF:




SCHOOL/ DEPARTMENT:
International Centre of Community Music (ICCM)

School of Performance & Media Production

GRADE:
 

5
REPORTING TO:


Director of the ICCM
MANAGEMENT RESPONSIBILITY:     
None
JOB PURPOSE:

To support the delivery of the ICCM Ethno research project, planning and organising research events as well as monitoring the impact of the project through the coordination and promotion of the data collection through various media.
The Ethno project is founded by Jeunesses Musicales Internationales (JMI) in 1990, with a mission to revive and keep alive global cultural heritage amongst young people, through engaging musicians aged 13-30 with folk, world and traditional music.  It has a global presence in over 15 countries, with a programme including annual international summer music camps, as well as workshops and touring groups.

The role holder will be required to build and maintain relationships with the international network of Ethnos, managing data collection, organization of events and coordinating project logistics, (including booking travel) as well as promoting the research outputs and developing an engaged audience.
This post will provide organisational, administrative, communications support to the director of the ICCM for the duration of the Ethno research project (funding is secured until Dec 31 2021).
DUTIES AND RESPONSIBILITIES:

1. Operational management of research events, including: liaising with sites, organising travel and events logistics, budgeting monitoring: working to agreed spend, liaising with the university finance team and funding partners.

2. Establishing relationships with researchers and PhD students and facilitating ongoing networking across the research and Ethno communities.

3. Collating and maintaining research data, working within GDPR and associated legislative frameworks.

4. Development and maintenance of a detailed project plan to monitor and track progress.
5. Creation and maintenance of comprehensive project documentation to support the ICCM Director with the overall management of the research project.
6. Development of website materials and ongoing communications and engagement strategy.

7. Management of various social media accounts, creating lively and engaging content across various platforms including Facebook, Twitter and Instagram. 

8. Managing own workload and working independently to deadlines.
Plus
· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University

· Ensure compliance with relevant legislation and statutory codes of practice, as advised

· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post
HEALTH & SAFETY
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 


PERSON SPECIFICATION



POST TITLE:




SCHOOL/ DEPARTMENT:


The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Educated to degree level or equivalent experience
	E
	A

	Training in project management techniques
	D
	A

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Excellent administrative and organisational skills, including demonstrable experience of developing systems and procedures to support delivery of projects
	E
	A/I

	Experience of website management and content development, using externally hosted Content Management Systems (CMS)
	E
	A/I

	Experience building relationships and working with both internal and external colleagues at various levels within an organisation
	E
	A/I

	Knowledge of developing engaging content across multiple platforms, including websites and social media
	E
	A/I

	Experience in working within Higher Education or other complex organisations
	D
	A/I

	Experience working with colleagues of different nationalities and across different time zones
	D
	I

	SKILLS/ATTRIBUTES

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Excellent interpersonal, communication, negotiation and advocacy skills with the ability to build rapport and interact at all levels
	E
	I

	Ability to work effectively as part of team and on an individual basis as required
	E
	I

	Able to work with professionals and students
	E
	I

	Be proactive, have initiative, drive and flexibility, develop creative ideas, translating them into language stakeholders can understand and relate them to the Ethno strategy
	E
	I

	Organised, analytical, logical and good at problem solving with the ability to relate to strategic plans
	E
	I

	Prepared to undertake further professional development and training as appropriate to the work
	D
	I

	BEHAVIOURS
Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Leading myself and others

Delivering a great service

Taking a professional approach

Working together as a team
	E
E

E

E
	I
I

I

I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	Occasional requirement for overseas travel, to be agreed in advance


This is not a comprehensive definition of the post. Postholders are expected to undertake any work that comes with the remit of the post’s main objective. This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















